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END  SICK-TIME  WORRY! 

■  You  can’t  escape  sickness  and  accident,  nor  the 
added  expenses  they  bring.  But  you  CAN 
escape  the  worries  of  how  to  meet  your  bills! 

There’s  a  membership  in  The  EDUCATORS 
which  will  fit  your  needs — and  your  purse. 

■  The  EDUCATORS  pays  for  all  diseases,  all 
accidents,  all  personal  quarantine.  It  pays  50^ 
extra  for  hospitalization.  It  offers  policies 
which  pay  for  even  ONE  day  of  illness,  and 
which  pay  FULL  benefits  for  the  first  week  of 
disability. 

The  EDUCATORS  organization  has  served 
teachers  since  1910 — and  offers  to  SCHOOL 
SECRETARIES  the  same  generous,  low-cost, 
all-inclusive  protection. 

■  End  sick-time  worry  by  joining  The  EDU¬ 
CATORS.  Make  sure  of  having  an  extra  in¬ 
come  when  you  need  it.  Write,  or  clip  the 
coupon  below,  to  get  the  full  story.  And  do  it 
now,  because  you  may  need  protection  sooner 
than  you  think. 

Send  coupon  to  office  nearest  you 

THE  EDUCATORS - 

A  MUTUAL  ACCIDENT 
&  HEALTH  ASSOCIATION 

Home  Office:  Lancaster,  Pennsylvania 

417  Land  Title  Bldg.,  Philadelphia,  Pa. 

II 04- A  Grant  Bldg.,  Pittsburgh,  Penna. 
1106  Park  Avenue,  Charleston,  West  Virginia 
3127  Rosalie  Avenue,  Baltimore,  Maryland 


THE  EDUCATORS: 

Please  furnish  me  seilh  eamflele 
details.  .Vo  obliKatioii  iinahed. 


S'ame. 


Address. 
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DOING  THINGS  TWICE 
DOING  THINGS  TWiy^ 

THAT’S  WHAT  CO^ 
THATS  WHAT  COSTS!! 


never  again 

ditto 

the  one-writing 

METHOD! 

t‘ af ““ 

dL.  aa  ..*»  ‘rfVou'C-^ 

»»«“”''r.  L VsH  aatl^k- 

>5'p”y’Sa«a  |» 

scores,  etc. 


LIQUID  AND 
GELATIN  MACHINES 

IHlto  Duf'licators  are 
f'riccti  from  a  few  dollars 
Hp:  Cxcry  school  and 
teacher  can  have  Ditto 
benefits.  Because  Ditto 
leads.  Ditto  offers  both 
gelatin  and  liquid  type 
duplicators.  FREE!  A 
sample  set  of  Ditto  prac¬ 
tice  lesson  sheets  for  your 
class  printed  in  reproduc- 
iufi  ink  ,  .  .  li’nte:  6S6 
.V.  Oakley  Bird.,  Chicago, 
Illinois. 


ti'hen  dealing  tcith  our  advertisers^  please  the  Xational  Secretary 
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'kittle  Tkings 

Contributed  by 

Erolyn  Codar.  Chanut*.  Kansas 


Oh,  it’s  just  the  little  homely  things, 
The  unobtrusive,  friendly  things. 

The  “won’t-you-let-me-help-you”  things. 
That  make  our  jiathways  light. 

And  it’s  just  the  jolly,  joking  things. 
The  “never-mind-the-trouble”  things. 
The  “laugh-with-me-it’s  funny”  things. 
That  make  the  world  .seem  bright. 


For  all  the  countless,  famous  things. 
The  wondrous,  record-breaking  things. 
Those  “never-can-be-equaled”  things 
That  all  the  papers  cite. 

Are  not  the  little  human  things. 

The  “every-day-encountered”  things. 
The  “just-because-I-love-you”  things. 
That  make  us  happy  quite. 


So  here’s  to  all  the  little  things. 

The  “done-and-then-forgotten”  things. 
These  “oh,-it’s-simply-nothing”  things. 
That  make  life  worth  the  fight. 
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CARRULl  R.  Reel) 

President,  American  Association  oi 
School  Administrators 

Extends  Greetings  lo  Ike  National  Secretary 


I  am  very  glad  to  greet  the  members  of 
the  National  Association  of  School  Sec¬ 
retaries.  I  am  sure  that  every  school 
administrator  appreciates  the  contribution 
to  school  achievement  which  is  made  by 
those  who  carry  on  the  work  of  the  school 
offices  quietly  and  efficiently  day  after 
day.  In  these  perplexing  days,  when  the 
very  foundations  of  our  civilization  are 
tottering,  every  worker  in  sclnxd  offices  as 
well  as  schoolrooms  is  making  a  contri¬ 
bution  to  the  defense  «)f  American  de¬ 
mocracy.  The  loyal  and  efficient  service 
of  school  secretaries  is  a  powerful  factor 
in  accomplishing  the  great  aims  of  edu¬ 
cation,  which  are  so  important  in  safe¬ 
guarding  the  American  way  of  life. 

Every  time  that  I  have  had  an  oppor¬ 
tunity  to  meet  with  the  members  of  the 
National  Association  of  School  Secretaries 
I  have  been  impressed  with  the  sincerity 
and  efficiency  of  the  members  of  your 
organization. 

I  wish  you  the  best 


Make  Reservations  Early  for 
Boston  Meeting 

Reservations  for  the  N.E.A.  meeting  to 
be  held  in  Boston,  Massachusetts,  from 
June  29  through  July  3,  1941,  should  be 
made  as  soon  as  possible.  The  headquar¬ 
ters  hotel  for  the  National  Association  of 
School  Secretaries  will  be  “The  Kenmore.” 
In  making  reservations  please  write  to 
Mr.  J.  Paul  Foster,  Chamber  of  Com¬ 
merce,  80  Federal  Street.  Boston,  Massa¬ 
chusetts,  and  state  that  you  are  a  member 
of  the  National  Association  of  School  Sec¬ 
retaries  and  wish  to  reserve  rooms  at  the 
Hotel  Kenmore.  The  rates  will  be  13.50 
a  day  for  a  single  room  with  bath,  $5.00 


of  success. 


for  u  double  room  with  bath,  and  $6.00  a 
day  for  a  twin-bedded  room  with  bath. 
Since  there  are  only  a  limited  number  of 
single  rooms  available  we  suggest  that,  if 
convenient,  you  make  your  reservation  for 
either  a  double  room  or  a  twin-bedded 
room. 

The  chairman  of  the  Boston  Convention 
Committee  is  Miss  Eleanor  Dearden,  25 
Crest  Street,  Springfield.  Massachusetts. 
M  iss  Dearden  will  be  very  glad  to  hear 
from  you  if  you  have  any  questions  or 
suggestions.  She  and  her  committee  have 
started  to  w(»rk  very  hard  to  make  your 
visit  to  Boston  next  summer  a  most  en¬ 
joyable  and  pleasant  experience. 
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VIRGINIA  A.  HALSEY 

HAPPY  NEW  YEAR! 

And  it  can  be  a  happy  new  year  even  though  there  is  so  much  tragedy  and 
unhappiness  in  the  world  at  the  present  time.  It  can  be  happy  for  us  and  for 
others,  and  we  have  a  wonderful  opportunity  to  help  make  it  so.  People,  who  in 
any  way  touch  the  lives  of  the  thousands  upon  thousands  of  boys  and  girls  who, 
each  morning,  enter  the  schoolroom,  have  this  opportunity  to  make  others  happy. 
We,  as  school  secretaries,  are  among  those  so  fortunate  as  to  he  able  to  bring 
happiness  to  others  throughout  the  year.  It  is  a  simple,  easy  thing  to  do  one  kind 
act  each  day  and  each  such  act  will  help  spread  peace  and  contentment  about  you 
even  though  you  live  in  the  midst  of  turmoil. 

A  homely  incident  which  occurred  to  a  little  fellow  in  the  second  grade  will 
illustrate  my  point.  He  was  an  English  boy,  an  evacuee.  Christmas  was  approach¬ 
ing  and  he  was  feeling  rather  homesick  and  miserable.  To  make  matters  worse 
he  snuffed  a  pine  nut  into  one  of  his  nostrils.  This  was  too  much.  It  even  broke 
the  gallant  English  spirit.  The  school  secretary  learned  the  cause  of  the  lad’s 
trouble  and  suggested  that  he  take  his  handkerchief  and  blow  into  it  as  hard  as 
possible.  The  pine  nut  was  immediately  dislodged  and  “sunshine  reigned”  once 
more.  What  a  simple  suggestion  and  yet  how  happy  it  made  the  boy  and  how 
pleasing  to  the  secretary. 

Let  us  not  miss  any  opportunity  to  bring  happiness  and  cheer  to  others. 
HAPPY  NEW  YEAR! 


Delegate  Allowance 

Although  the  time  has  not  yet  arrived 
for  the  executive  committee  to  vote  upon 
the  question  of  delegate  allowance  money 
for  the  Boston  Convention,  we  feel  reason¬ 
ably  sure  that  the  condition  of  our  treas¬ 
ury  will  again  warrant  such  an  expendi¬ 
ture.  The  money  will  probably  be  al¬ 
lotted  to  each  state  on  the  basis  of  dis¬ 
tance  from  the  capital  city  of  each  state 
to  the  convention  city.  This  amount  will 
then  be  prorated  on  the  basis  of  the  num¬ 
ber  of  members  in  each  state,  no  allow¬ 
ance  being  made  for  any  state  having  less 
than  fifteen  members. 


Your  state  chairman  will  conduct  an 
election  for  a  delegate  prior  to  May  1, 
1941.  We  would  appreciate  it  very  much 
if  you  would  send  her  the  name  of  some 
secretary  in  your  state  who  has  shown 
her  interest  in  and  loyalty  to  the  Associa¬ 
tion.  Your  state  chairman  is  eligible 
unless  she  has  already  received  the  dele¬ 
gate  allowance  twice. 

The  allowance  from  the  National  treas¬ 
ury  will  be  small  in  most  cases  and  should 
be  supplemented  by  additional  funds 
raised  by  local  and  state  associations. 
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THE  MiDWimR  mmu 

Of  the  National  Association  of  School  Secretaries  at 
Atlantic  City 

HELENE  F.  MAULICK 
Pretidant,  Atlantic  County  AMOciation  ol 
School  Socratariaa 


Atlantic  City 

Vi  e  are  very  happy 
to  welcome  the  Na¬ 
tional  Association  of 
Scliool  Secretaries  to 
Atlantic  City.  \^'e  are 
looking  forward  to 
greeting  old  friends 
and  making  new 
_  ones.  Vie  lu>pe  that 

H.l.n.  F.  ManUck 

visit  and  that  you  will 
take  away  with  you  the  most  pleasant 
memories  of  your  stay  with  us. 

PROGRAM 

Satirday,  F'ebruary  22 
11:00  .\.M.  Committee  Reports,  Rose 
Room,  Hotel  Traymore,  followed  by  an 
address  by  Miss  A.  Helen  Anderson,  Su¬ 
pervisor  of  Publications,  Denver,  Colorado. 

3:00  P.M.  Exhibitors  Demonstration,  Head¬ 
quarters  Room. 

4:30  P.M.  Tea  given  by  Pittsburgh  Secre¬ 
taries,  Hotel  Sladison. 

9:00  P.M.  Reception  to  Administrators. 

Skit  presented  by  Montclair  Secretaries, 
•Main  Ballroom.  Hotel  Traymore. 

Sc.NDAY,  FebrI'ary  23 

9:00  A.M.  Advisory  Council  .Meeting,  Head¬ 
quarters  Room. 

12:30  P.M.  Luncheon.  Rose  Room.  Hotel 
Traymore. 

Greetings  by: 

Hon.  Thomas  D.  Taggart.  Jr.,  Mayor  of 
.Atlantic  City. 

*Hon.  Charles  A.  Edison,  Governor  of 
the  State  of  New  jersey. 

•Dr.  Arthur  L.  Gould,  Superintendent 
of  Schools.  Boston,  Massachusetts. 

•Final  acceptance  not  yet  received. 

Luncheon  decorations — New  Jersey  Associa¬ 
tion  of  School  Secretaries,  Louise  Gold¬ 
smith,  Paterson,  Chairman. 


New  Jersey 

.Speakers: 

Dr.  Willard  S.  Elsbree,  Teachers  Col¬ 
lege,  Columbia  University. 

Dr.  I'rMlerick  H.  Bair.  Superintendent 
of  Schools,  Bronxville,  New  York. 

In  the  October  Issue  of  the  Secretary, 
"Helpful  Henrietta"  Says  .  .  . 

In  the  October  is.sue  of  The  Secretary. 
“Helpful  Henrietta”  .says  .  .  . 

Never  place  a  period  after  abbreviations 
of  linguistic  epochs  such  as  O  E  (Old 
English). 

Never  place  a  period  after  Roman  num¬ 
erals  unless  they  are  used  in  a  table  of 
contents  or  other  enumerative  lists. 

Never  place  a  period  after  a  letter  when 
it  designates  an  actual  living  person:  Mr. 
A  asked  me  to  type  this. 

Always  place  a  period  outside  the  pa¬ 
renthesis  when  they  enclose  matter  which 
forms  a  part  of  the  preceding  statement: 

Always  place  a  (leriod  at  the  end  of  a 
declarative  sentence:  The  day  was  a  fine 
one. 

Always  place  a  period  after  all  abbre¬ 
viations  that  stand  for  a  single  name: 
Mdse.  —  INST.  —  C.P.A.  —  W.P.A.  — 
E.S.T.  —  C.B.S. 

Always  place  a  period  (never  a  question 
mark  I  after  a  request:  .May  we  expect 
your  answer  scum. 

Always  place  a  period  inside  quotation 
marks:  He  said.  “I  would  like  very  much 
to  do  it.” 

Always  place  a  period  inside  the  paren¬ 
thesis  when  they  enclose  an  independent 
declarative  sentence:  “The  Jones.”  (They 
always  have  something  to  say.)  “Said  it 
couldn’t  be  done.” 
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BELLE  S.  KUEHNY 


The  National  Secretary  Extends  Greetings  and  Sincere  Wishes 
to  Each  of  You  for  the  Very  Best  of  Everything  This  New  Year 

The  old  year  with  all  its  failures  and  suecesses.  its  hopes  and  <lisappointments.  lies 
Ik-hind  us.  leaving  with  us  its  heritage  of  experiences  and  the  great  lessons  that  are  not 
taught  in  schools,  and  can  only  he  learned  hy  living.  All  these  experiences  should 
count  as  stepping  stones  that  will  lead  us  to  a  broader  and  truer  conception  of  life  and 
its  meaning.  Let  us  ever  look  forward  with  courage  and  the  will  to  lead  to  success 
knowing  that  “  Ml  is  right  with  the  world." 


Do  You  Enow  That — 

Mildred  Byerly,  Secretary  to  the  Su¬ 
perintendent  of  Shoniokin.  Pa.,  schools, 
won  a  second  prize  in  an  essay-writing 
contest  <in  “The  Qualifications  of  a  (iood 
Secretary."  This  contest  was  sponsored 

by  the  UNDERWOOD  TYPEWRITER 
COMP,\NY  (one  of  our  advertisers). 
Mildred  was  awarded  a  Universal  Under¬ 
wood  Portable.  More  power  t<»  our  na¬ 
tional  member. 

Mr.  Gove  again  made  the  cuts  in  this 
issue.  We  surely  thank  you.  Mr.  Cove, 
for  your  fine  spirit  of  cooperation. 

Every  few  weeks  an  eclu)  of  Cameron 
Beck’s  last  lecture  trip  in  the  W'est  reaches 


me  in  the  form  of  recpiests  for  informa¬ 
tion  regarding  our  organization.  Indeed. 
Cameron,  you  have  earned  your  title. 
“Good  Will  Ambassador.” 

The  University  of  Utah  is  offering  spe¬ 
cial  extension  courses  for  secretaries? 

Florida.  New  Jersey,  Michigan  and 
Utah  State  Secretarial  Organizations  pub¬ 
lish  most  interesting  Bulletins? 

Pittsbugh,  Milwaukee.  Pasadena  .Scriba. 
and  Los  Angeles  Associations  issue  very 
fine  “News  Letters”? 

Ye  editor  will  welcome  any  publication 
sent  to  her.  Just  wish  I  had  the  space  to 
describe  more  fully  these  publications. 

Wby  not  start  an  “Exchange  Bureau”? 


Success 

It’s  doing  your  job  the  best  you  can 
And  being  just  to  your  fellow  man: 

It’s  making  money  but  holding  friends. 
And  staying  true  to  ycnir  aims  and  ends; 
It's  figuring  how  and  learning  why. 

And  looking  forward  and  thinking  high. 
And  dreaming  a  little  and  doing  much; 
It’s  keeping  always  in  closest  touch 
With  what  is  finest  in  worth  and  deed; 
It’s  being  through  but  making  speed. 

It’s  daring  blithely  the  field  of  chance 
While  making  labor  a  brave  romance; 


It’s  going  onward  despite  defeat 

And  fighting  staunchly  and  keeping  sweet. 

It’s  being  clean  and  playing  fair; 

It’s  laughing  lightly  at  Dame  Despair, 

It’s  looking  upward  at  the  stars  above 
And  drinking  deeply  of  life  and  love. 

It’s  struggling  on  with  the  will  to  win 
But  taking  loss  with  a  cheerful  grin; 

It’s  sharing  sorrow  and  work  and  mirth 
And  making  better  this  good  old  earth; 
It’s  serving,  striving  thro’  strain  and  stress; 
It’s  doing  your  Noblest — That’s  Success! 

Burton  Braley. 
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MEMBEIISHIP 


GRACE  B.  HOLT 
State  Mambanhip  Chainnan 


The  sulution  to  the 
problem  of  member¬ 
ship  building  is  co¬ 
operation.  organizu- 
tion.  discus- 
sion.  goodfellowship 
and  the  urge  to  at¬ 
tain  a  certain  goal. 
The  need  of  social 
Grac.  B.  Holt  contact  and  the  de¬ 

sire  to  discuss  our 
problems  with  ttthers  who  may  have  the 
same  problems,  will  help  us  in  our  search 
for  new  members.  It  is  necessary  to  work 
together  to  build  up  the  standards  of  our 
chosen  pntfession.  There  are  problems 

peculiar  to  the  school  secretary  and  office 
assistant  which  are  not  common  to  those 
in  other  fields.  Frequent  discussions  and 
lectures  on  topics  which  will  be  of  special 
help  in  working  «)ut  these  problems  will 
give  us  a  broader  viewpoint,  will  widen 
our  horizons  and  pr<»mote  a  friendly  feel¬ 
ing  for  those  who  have  similar  problems 
to  solve. 

Participation  in  honest  discussions  and 
group  affiliations  will  balance  the  hysteria 
natural  to  all  of  us  in  times  of  stress  and 
no  greater  service  can  be  rendered  in  time 
of  emotional  strain.  Our  common  sense, 
reasoning  and  intelligence  will  result  in 
group  thinking  and  we  will  begin  to  have 
a  sense  of  cooperation  and  fellowship. 
Greater  understanding  of  how  others 
think  and  greater  openness  of  mind  in  our 
own  thinking  will  develop.  Discoveries 
and  decisions,  new  to  each  but  common  to 
all,  will  be  made.  We  cannot  shape  des¬ 
tiny  by  wishful  thinking  or  by  chasing 
illusions.  We  need  to  think  constructively, 
to  set  a  goal  and  work  unceasingly  to 
reach  that  goal. 

In  Arizona  the  State  Association  adopted 
the  name  “SCHOOL  ADMINISTRATIVE 
ASSISTANTS  OF  ARIZONA.”  This 
name  appealed  to  men  who  are  eligible  to 


membership  in  the  Association  as  well  as  to 
the  women  who  work  in  other  than  a  secre¬ 
tarial  capacity.  The  name  alone  helped 
materially  in  increasing  membership. 

Due  to  great  distances  between  towns 
in  Arizona  it  is  difficult  to  bold  fre(|uent 
meetings,  const-quently  local  Associations 
were  formed  in  cities  where  membership 
is  large  enough  to  warrant  such  organiza¬ 
tions.  These  groups  are  very  effective  in 
keeping  members  interested  between 
yearly  meetings  of  the  .State  Association. 

An  educational  program  among  school 
officials,  as  well  as  among  the  secretaries 
themselves,  is  beneficial  in  building  mem¬ 
bership  in  the  Association.  Many  school 
superintendents  are  not  familiar  with  the 
purpose  and  aims  of  the  organization  and 
letters  of  information  and  personal  con¬ 
tacts  prove  beneficial.  In  Arizona,  lists  of 
secretaries  and  clerks  are  secured  from 
County  Superintendents  each  fall  and  in¬ 
formative  literature  is  mailed  to  each  pro¬ 
spective  member.  The  help  of  members 
in  spreading  the  “gospel”  of  the  Associa¬ 
tion  among  friends  and  co-workers  is  also 
very  necessary  if  a  one  hundred  per  cent 
membership  is  to  be  obtained.  Each  mem¬ 
ber  should  consider  himself  or  herself  an 
ambassador  of  friendship  and  purveyor  of 
Association  information  and  benefits  to 
prospective  members. 

Most  important  of  all,  it  is  necessary  to 
set  a  goal  in  each  state  or  district  and 
work  with  a  determination  to  reach  that 
goal.  In  1938-39  Arizona  had  seven  mem¬ 
bers  of  the  National  Association  of  School 
Secretaries.  In  the  fall  of  1939  the  State 
Membership  Chairman  .set  a  goal  of  three 
times  that  number,  or  twenty-one  mem¬ 
bers,  and  twenty  members  were  obtained 
— just  one  short  of  the  goal.  In  1940  it 
was  again  the  desire  of  the  Chairman  to 
treble  the  membership  and  at  this  writing 
Arizona  is  just  three  members  short  of 
( Continued  on  Page  31 ) 
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ADVISORY  COUNCIL 

ELEANOR  DEARDEN 
Springfiald,  Mauachusatts 


Certain  evidence 
that  tlie  organization 
of  school  secretaries 
has  filled  a  long-felt 
need  in  the  lives  of 
school  secre- 
taries  everywhere  is 
found  in  the  con¬ 
stantly  growing  num¬ 
ber  of  local  and  state 
associations.  When¬ 
ever  such  groups  have  been  assembled  to 
consider  organizing,  there  has  been  in¬ 
stantaneous  and  enthusiastic  response. 

The  local  and  state  associations  are  pri¬ 
marily  concerned  with  situations  within 
particular  cities  or  states  and  can  do  much 
to  aid  in  the  solution  of  immediate  prob¬ 
lems.  However,  there  is  also  need  for 
interest  in  and  support  of  the  National 
Association  of  School  Secretaries  whose 
scope  of  work  is  much  broader  and  con¬ 
siders  problems  relating  to  the  status  of 
the  school  secretary  throughout  the  United 
States. 

The  relationship  between  the  various 
local  and  state  associations  of  school  sec¬ 
retaries  and  the  National  Association  of 
School  Secretaries  is  one  of  harmonious 
cooperation  between  independent  organ¬ 
izations  working  toward  a  common  goal — 
the  advancement  of  the  status  of  the  school 
secretary. 

A  closer  contact  between  the  local  and 
state  groups  and  the  National  organiza¬ 
tion  is  made  possible  through  the  Plan  of 
Affiliation  adopted  by  the  National  Asso¬ 
ciation  in  1939.  This  plan  provides  for 
an  Advisory  Council  made  up  of  repre¬ 
sentatives  from  the  affiliated  associations, 
the  number  of  representatives  based  on 
the  number  of  National  members  in  the 
group.  This  should  prove  an  incentive  for 
increased  National  membership. 

Affiliation  accomplishes  a  two-fold  pur¬ 
pose  for  the  local  and  state  groups — (1) 


it  enables  the  local  or  state  association  to 
have  a  part  in  the  functioning  of  the  Na¬ 
tional  Association  through  representation 
in  the  Advisory  Council,  and  (2)  state 
associations  are  kept  in  touch  with  sig¬ 
nificant  developments  in  other  parts  of  the 
country.  On  the  other  hand,  affiliation 
enables  the  National  Association  to  know 
just  what  is  going  on  in  the  various  school 
systems  of  the  United  States  and  where 
to  concentrate  its  efforts.  Affiliation  pro¬ 
vides  adequate  opportunity  for  the  ex¬ 
pression  of  group  thinking  on  problems  of 
general  significance  to  school  secretaries. 

While  the  National  Association  of 
School  Secretaries  makes  no  attempt  to 
dictate  policies  to  the  local  or  state  asso¬ 
ciations.  it  stands  ready  to  make  helpful 
suggestions  when  its  advice  is  needed  and 
sought.  However,  the  local  and  state  as¬ 
sociations  do  have  a  voice  in  the  estab¬ 
lishment  of  policies  of  the  National  As¬ 
sociation  through  the  medium  of  the  Ad¬ 
visory  Council. 

Local  and  state  as.sociations  are  consid¬ 
erably  strengthened  through  affiliation 
with  the  National  Association  and  through 
membership  of  many  individual  members 
of  the  local  or  state  associations  in  the 
National  Association.  The  larger  the  per¬ 
centage  of  individual  members  belonging 
to  the  National  Association  of  School  Sec¬ 
retaries,  the  greater  the  representation  the 
local  or  state  association  may  have  in  the 
Advisory  Council. 

Local  and  state  associations  that  have 
not  already  done  so  are  urged  to  consider 
carefully  the  matter  of  affiliation  with  the 
National  Association.  Any  question  con¬ 
cerning  the  application  of  the  plan  to  par¬ 
ticular  organizations  will  be  gladly  an¬ 
swered  by  the  chairman  of  the  Committee 
on  Affiliation,  Miss  Eleanor  M.  Dearden. 
Room  224,  Administration  Building. 
Springfield,  Massachusetts. 


ElMnor  Caardan 
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nm  FORMS 

CATHARINE  A.  SCHAFER 
Philadalphia,  PannsyWania 

any  of  liis  assistants.  Tht*se  may  he  regu- 


As  a  secretary  in 
a  sclioni  or  in  an 
administrative  office 
you  cannot  esca|»e 
blank  forms.  Von 
not  only  have  to  use 
them  yourself,  hut  it 
is  probably  one  of 
your  many  ami  va¬ 
ried  duties  to  see  that 
the  ri^ht  blank  form 
is  available  at  the  |)roper  time  for  other 
people.  To  he  able  t»»  d<»  this  you  sln»uld 
take  an  inventory  once  or  twice  a  year, 
according  to  the  custom  used  in  your 
school  district  for  the  distribution  of  sup¬ 
plies.  to  using  care  and  some  imagination 
when  requisitioning  the  blank  forms 
needed  for  a  stated  period. 

Have  you  ever  thought  what  happens 
after  your  requisition  is  forwarded?  There 
are  a  few  publishing  houses  which  special¬ 
ize  in  selling  blank  forms,  but  I  under- 
■stand  they  supply  the  smaller  schools  and 
communities.  In  larger  organizations, 
those  large  enough  to  employ  secretarial 
service,  the  needs  are  likely  to  he  so  great 
and  varied  that  I  think  most  of  these 
school  di.stricts  prefer  to  print  blank  forms 
definitely  applicable  to  their  special  needs. 
D«»es  this  not  raise  the  questions,  what  are 
the  needs,  who  .studies  them,  and  who  is 
responsible  for  the  blank  forms  to  meet 
these  needs? 

In  the  administrative  offices  the  needs 
are  so  specialized  that  it  would  be  useless 
to  discuss  them  here.  In  the  schools, 
however,  the  blank  form  needs  are  more 
similar  and  can  he  divided  into  three 
general  groups  as  follows: 

First,  those  blank  forms  which  are  used 
to  collect  data  required  by  Federal  and 
State  laws,  and  by-laws  and  rules  of  the 
school  district. 

Second,  the  blank  forms  used  according 
to  directions  from  the  superintendent  or 


lar  reports  or  <lata  called  for  at  irregular 
times  for  special  studies  t(»  he  made. 

Third,  the  blank  forms  used  within  the 
school. 

You  probably  cannot  do  much  about  the 
first  two  grou|)s.  except  to  use  care  in 
ie(|uisitioning  the  proper  amount,  see  that 
they  are  distributed  and  returned  t<»  the 
office  on  time,  check  for  accuracy,  make 
your  summary,  if  reipiired,  and  send  in 
on  time. 

The  third  group,  however,  gives  you  a 
wide  opportunity  for  exercising  your  judg¬ 
ment  in  the  choice  you  make  of  the  blank 
forms  available  to  your  school,  keeping  in 
mind  its  size  and  organization.  In  making 
your  cl«»ice  do  you  have  a  pattern,  *»r  have 
you  developed  any  “phihtsophy”  ahmit 
blank  forms  in  general?  We  all  know 
how  ideal  it  would  he  if  all  forms  and 
reports  could  he  abolished;  hut  we  also 
know  that  this  is  not  practical,  however, 
we  can  condense  the  number  by  making 
them  so  workable  that  everyone  will  see 
the  need  and  cooperate  in  their  use. 

To  create  among  the  faculty  a  feeling  of 
respect  and  tolerance  for  forms  you  must 
thoroughly  understand  what  they  are  all 
about  yourself.  In  ordering  blank  form.s. 
take  time  to  carefully  study  the  needs  of 
your  particular  school  and  order  only  those 
that  apply  to  your  use. 

May  I  suggest  that  you  become  more 
“form  conscious?”  As  you  use  and  dis¬ 
tribute  any  blank  form,  suppose  you  look 
at  it  as  though  it  were  something  new, 
challenge  its  usefullness  and  efficiency, 
and  note  your  findings  for  your  next  requi¬ 
sition.  You  may  be  able  to  discontinue 
some;  on  the  other  hand  you  may  discover 
that  a  new  form  will  minimize  work  for 
all  concerned.  Careful  study  might  even 
disclose  that  there  are  printed  blank 
forms  which  you  could  order  in  place  of 
some  you  are  now  mimeographing. 
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tWIifii  you  get  un  idi'a  for  a  new  form. 

do  something  aliont  it.  Sit  down  and 
'  think  it  out  from  het;inning  to  end.  Make 
a  roiigli  sketrli  including  the  farts  that 
diould  he  entere<l  on  such  a  form.  Then 
impartially  pick  it  apart,  see  how  many 
interpretations  you  could  take  from  it. 
Then  make  another  rough  sketch,  trying 
to  arrange  your  spacing  and  wording  so 
1:  that  misunderstandings  may  he  eliminat*‘d 

and  entries  made  with  the  greate.st  ease 
i  and  clearness.  Now  put  the  form  aside 
for  a  day  or  two;  then  without  any  in- 
!  structions  or  explanations  hand  it  to  an¬ 
other  s«Tretary  or  a  friendly  teacher,  ask 
her  to  fill  it  out.  and  .see  what  you  g<-t. 
||  When  you  are  satisfied  you  have  made 
your  blank  form  as  “foolproof”  as  pos¬ 
sible.  you  might  mimeograph  a  small  sup¬ 
ply  to  use  as  a  test.  After  you  have  |irov«‘d 
to  yourself  that  the  use  of  this  form  will 
cut  <lown  work,  make  things  move  more 
quickly  and  smoothly,  or  will  give  you 
valuahle  information  not  ohtainahle  on  any 
I  other  available  form.  then,  with  the  per- 
I  mission  of  the  principal  refer  it  to  the 
j  jH-rson  or  committee  responsible  for  blank 
f  forms. 

|t  This  person  or  members  of  a  committee 
I  are  likely  to  have  other  duties  besides 

I  the  designing,  revising  and  printing  of 
I  blank  forms.  They  are  probably  some- 

f  what  removed  from  the  classroom  and 
t  school  office,  but  you.  right  in  the  .school, 
can  often  sen.se  a  changing  of  procedure 
or  new  need  before  this  is  known  in  the 

(main  office.  For  that  reason  constructive 
suggesti<tn.s  for  changes  in  blank  forms 
already  in  use.  the  possibility  of  discon¬ 
tinuing  some,  and  tbe  need  for  new  ones 
are.  or  should  be.  gladly  received.  On  tbe 
other  hand,  remember  the  person  or  mem¬ 
bers  of  a  committee  in  charge  are  fn  a 
jHtsition  to  see  the  school  di.strict  as  a 
whole,  and  may  be  compelled  to  reject 
your  ideas.  While  it  might  work  perfectly 
:  in  your  school,  in  your  neighborhood  and 

with  your  faculty,  there  may  be  good  and 
>  sufficient  reasons  why  such  a  blank  form 
f  should  not  be  adopted  for  generat  use. 
In  such  a  case  you  would  probably  be 
given  the  rea.sons  and  told  that  you  may 


continue  to  use  the  mimeographed 
.And  please  do  not  let  an  cH'casional  rej< 
tion  <liscourage  you.  y<nir  suggestions  will 
be  gladly  n'ceived  and  most  of  them 
adopted. 

In  IMiiladelphia  I  am  “that  person”  who 
is  more  or  less  in  charge  of  the  designing, 
revising  and  reprinting  of  the  blank  forms 
used  in  the  Department  of  Instruction,  and 
am  attached  to  tin*  Division  of  F.ducational 
Kesearch.  The  director  of  this  Division 
is  chairman  of  the  (lonimittee  on  Blank 
Forms  which  meets  two  or  three  times  a 
y*-ar.  and  consists  of  two  other  «lirector.s. 
one  district  superintendent,  one  senior  high 
school  principal,  one  vocational  school 
principal,  one  junior  high  school  princi¬ 
pal.  three  elementary  school  principals, 
one  senior  high  scho<d  teacher,  one  scIuhiI 
secretary,  and  mys«df.  As  secretary  of 
this  (lommittee,  I  j)repare  a  list  of  all  the 
“iwdicy  forming”  suggestions  that  come  to 
us  from  the  schools  and  other  (»ffices.  and 
when  a  blank  form  is  to  be  considered, 
whether  for  revision,  discontinuance,  or 
addition  to  the  list,  it  is  discussed  fully 
from  every  angle  by  this  representative 
committee.  After  a  decision  is  reached. 
I  am  supposed  to  work  out  the  details; 
this  may  be  a  printing  problem,  an  emer¬ 
gency  distributi«>n.  or  a  letter  of  infor¬ 
mation. 

Our  president  asked  me  to  tell  you 
about  my  work  and  how  it  developed,  and 
to  do  this  I  am  afraid  I  will  have  to  be  a 
little  bit  personal.  I  (|uite  agree  with  my 
friends  that  I  must  be  slightly  “pixilated” 
to  take  such  an  interest  in  what  is  gener¬ 
ally  considered  a  very  dull  subject.  Only 
I  do  not  find  blank  forms  dull,  for  I  look 
beyond  the  printed  paper  or  card  and  con¬ 
sider  the  form  an  important  means  to  a 
desired  end.  For  instance,  if  some  pha.se 
of  school  work  is  to  be  studied,  I  think  the 
kind  of  information  secured  and  its  ac¬ 
curacy  will  depend  entirely  upon  how  the 
blank  form  is  designed  and  what  direc¬ 
tions  are  given  for  its  use.  Again  if  a 
blank  form  is  meant  to  facilitate  some  im¬ 
portant  activity,  and  is  poorly  designed  it 
will  do  just  the  opposite. 

( Continued  on  Page  20) 


15 


BLAM  FORMS 

CATHARINE  A.  SCHAFER 
Philadelphia.  PennsylTania 


As  a  secretary  in 
a  school  or  in  an 
administrative  office 
you  cannot  escape 
blank  forms.  You 
not  only  have  to  use 
them  yourself,  but  it 
is  probably  one  of 
your  many  and  va¬ 
ried  duties  to  see  that 
the  right  blank  form 
is  available  at  the  proper  time  for  other 
people.  To  he  able  to  do  this  you  should 
take  an  inventory  once  or  twice  a  year, 
according  to  the  custom  used  in  your 
school  district  for  the  distribution  of  sup¬ 
plies.  to  using  care  and  some  imagination 
when  requisitioning  the  blank  forms 
needed  for  a  stated  period. 

Have  you  ever  thought  what  happens 
after  your  requisition  is  forwarded?  There 
are  a  few  publishing  houses  which  special¬ 
ize  in  selling  blank  forms,  but  I  under¬ 
stand  they  supply  the  smaller  schools  and 
communities.  In  larger  organizations, 
those  large  enough  to  employ  secretarial 
service,  the  needs  are  likely  to  be  so  great 
and  varied  that  I  think  most  of  these 
school  districts  prefer  to  print  blank  forms 
definitely  applicable  to  their  special  needs. 
Does  this  not  raise  the  questions,  what  are 
the  needs,  who  studies  them,  and  who  is 
responsible  for  the  blank  forms  to  meet 
these  needs? 

In  the  administrative  offices  the  needs 
are  so  specialized  that  it  would  be  useless 
to  discuss  them  here.  In  the  schools, 
however,  the  blank  form  needs  are  more 
similar  and  can  be  divided  into  three 
general  groups  as  follows: 

First,  those  blank  forms  which  are  used 
to  collect  data  required  by  Federal  and 
State  laws,  and  by-laws  and  rules  of  the 
school  district. 

Second,  the  blank  forms  used  according 
to  directions  from  the  superintendent  or 


any  of  his  assistants.  These  may  be  regu¬ 
lar  reports  or  data  called  for  at  irregular 
times  for  special  studies  to  be  made. 

Third,  the  blank  forms  used  within  the 
school. 

You  probably  cannot  do  much  about  the 
first  two  groups,  except  to  use  care  in 
requisitioning  the  pro|)er  amount,  see  that 
they  are  distributed  and  returned  to  the 
office  on  time,  check  for  accuracy,  make 
your  summary,  if  required,  and  send  in 
on  time. 

The  third  group,  however,  gives  you  a 
wide  opportunity  for  exercising  your  judg¬ 
ment  in  the  choice  you  make  of  the  blank 
forms  available  to  your  school,  keeping  in 
mind  its  size  and  organization.  In  making 
your  choice  do  you  have  a  pattern,  or  have 
you  developed  any  “philosophy”  about 
blank  forms  in  general?  We  all  know 
how  ideal  it  would  be  if  all  forms  and 
reports  could  be  abolished;  but  we  also 
know  that  this  is  not  practical,  however, 
we  can  condense  the  number  by  making 
them  so  workable  that  everyone  will  see 
the  need  and  cooperate  in  their  use. 

To  create  among  the  faculty  a  feeling  of 
respect  and  tolerance  for  forms  you  must 
thoroughly  understand  what  they  are  all 
about  yourself.  In  ordering  blank  forms, 
take  time  to  carefully  study  the  needs  of 
your  particular  school  and  order  only  those 
that  apply  to  your  use. 

May  I  suggest  that  you  become  more 
“form  conscious?”  As  you  use  and  dis¬ 
tribute  any  blank  form,  suppose  you  look 
at  it  as  though  it  were  something  new. 
challenge  its  usefullness  and  efficiency, 
and  note  your  findings  for  your  next  requi¬ 
sition.  You  may  be  able  to  discontinue 
some;  on  the  other  hand  you  may  discover 
that  a  new  form  will  minimize  work  for 
all  concerned.  Careful  study  might  even 
disclose  that  there  are  printed  blank 
forms  which  you  could  order  in  place  of 
some  you  are  now  mimeographing. 
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When  you  get  an  idea  for  a  new  form, 
do  something  about  it.  Sit  down  and 
think  it  out  from  beginning  to  end.  Make 
a  rough  sketch  including  the  facts  that 
should  be  entered  on  such  a  form.  Then 
impartially  pick  it  apart,  see  how  many 
interpretations  you  could  take  from  it. 
Then  make  another  rough  sketch,  trying 
to  arrange  your  spacing  and  wording  so 
that  misunderstandings  may  be  eliminated 
and  entries  made  with  the  greatest  ease 
and  clearness.  Now  put  the  form  aside 
for  a  day  or  two;  then  without  any  in¬ 
structions  or  explanations  hand  it  to  an¬ 
other  secretary  or  a  friendly  teacher,  ask 
her  to  fill  it  out,  and  see  what  you  get. 
When  you  are  satisfied  you  have  made 
your  blank  form  as  “foolproof”  as  pos¬ 
sible.  you  might  mimeograph  a  small  sup¬ 
ply  to  use  as  a  test.  After  you  have  proved 
to  yourself  that  the  use  of  this  form  will 
cut  down  work,  make  things  move  more 
quickly  and  smoothly,  or  will  give  you 
valuable  information  not  obtainable  on  any 
other  available  form,  then,  with  the  per¬ 
mission  of  the  principal  refer  it  to  the 
persi>n  or  committee  responsible  for  blank 
forms. 

This  person  or  members  of  a  committee 
are  likely  to  have  other  duties  besides 
the  designing,  revising  and  printing  of 
blank  forms.  They  are  probably  some¬ 
what  removed  from  the  classroom  and 
school  office,  but  you,  right  in  the  school, 
can  often  sense  a  changing  of  procedure 
or  new  need  before  this  is  known  in  the 
main  office.  For  that  reason  constructive 
suggestions  for  changes  in  blank  forms 
already  in  use,  the  possibility  of  discon¬ 
tinuing  some,  and  the  need  for  new  ones 
are,  or  should  be.  gladly  received.  On  the 
other  hand,  remember  the  person  or  mem¬ 
bers  of  a  committee  in  charge  are  fn  a 
position  to  see  the  school  district  as  a 
whole,  and  may  be  compelled  to  reject 
your  ideas.  While  it  might  work  perfectly 
in  your  school,  in  your  neighborhood  and 
with  your  faculty,  there  may  be  good  and 
sufficient  reasons  why  such  a  blank  form 
should  not  be  adopted  for  general  use. 
In  such  a  case  you  would  probably  be 
given  the  reasons  and  told  that  you  may 


continue  to  use  the  mimeographed  form. 
And  please  do  not  let  an  occasional  rejec¬ 
tion  discourage  you,  your  suggestions  will 
be  gladly  received  and  most  of  them 
adopted. 

In  Philadelphia  I  am  “that  person”  who 
is  more  or  less  in  charge  of  the  designing, 
revising  and  reprinting  of  the  blank  forms 
used  in  the  Department  of  Instruction,  and 
am  attached  to  the  Division  of  Educational 
Research.  The  director  of  this  Division 
is  chairman  of  the  Committee  on  Blank 
Forms  which  meets  two  or  three  times  a 
year,  and  consists  of  two  other  directors, 
one  district  superintendent,  one  senior  high 
school  principal,  one  vocational  school 
principal,  one  junior  high  school  princi¬ 
pal.  three  elementary  scho<)l  principals, 
one  senior  high  school  teacher,  one  school 
secretary,  and  myself.  As  secretary  of 
this  Committee,  I  prepare  a  list  of  all  the 
“policy  forming”  suggestions  that  come  to 
us  from  the  schools  and  other  offices,  and 
when  a  blank  form  is  to  be  considered, 
whether  for  revision,  discontinuance,  or 
addition  to  the  list,  it  is  discussed  fully 
from  every  angle  by  this  representative 
committee.  After  a  decision  is  reached. 
I  am  supposed  to  work  out  the  details; 
this  may  be  a  printing  problem,  an  emer¬ 
gency  distribution,  or  a  letter  of  infor¬ 
mation. 

Our  president  asked  me  to  tell  you 
about  my  work  and  how  it  developed,  and 
to  do  this  I  am  afraid  I  will  have  to  be  a 
little  bit  personal.  I  quite  agree  with  my 
friends  that  I  must  be  slightly  “pixilated” 
to  take  such  an  interest  in  what  is  gener¬ 
ally  considered  a  very  dull  subject.  Only 
I  do  not  find  blank  forms  dull,  for  I  look 
beyond  the  printed  paper  or  card  and  con¬ 
sider  the  form  an  important  means  to  a 
desired  end.  For  instance,  if  some  phase 
of  school  work  is  to  be  studied,  I  think  the 
kind  of  information  secured  and  its  ac¬ 
curacy  will  depend  entirely  upon  how  the 
blank  form  is  designed  and  what  direc¬ 
tions  are  given  for  its  use.  Again  if  a 
blank  form  is  meant  to  facilitate  some  im¬ 
portant  activity,  and  is  poorly  designed  it 
will  do  just  the  opposite. 

(Continued  on  Page  20) 
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The  School  Secretary, 
Expert  In  Human  Nature 

A.  L  THRELKELD 
Superintendent  oi  Schools 
Montclair,  New  Jersey 


The  school  secretary  wcupies  a  |K»si- 
tion  of  central  importance  in  the  efficiency 
of  the  school  system.  Here  I  am  using 
the  word  “efficiency”  in  its  broad  sense. 
In  fact,  this  is  the  only  .sense  in  which  it 
has  importance.  Business  concerns  have 
learned  that  in  general  no  matter  what 
the  technical  qualifications  of  their  em¬ 
ployees  may  be  they  must  know  how  to 
work  constructively  with  people.  Human 
nature  is  the  fundamental  problem  even 
in  work  that  entails  the  minimum  ot  per¬ 
sonal  relationships.  In  any  position  in 
which  wide  contacts  with  human  beings 
are  involved  the  human  nature  problem 
looms  very  large  indeed.  Dealing  with 
human  beings  constructively  requires  not 
only  knowledge  of  human  nature  but  ar¬ 
tistic  technique  in  the  use  of  such  knowl¬ 
edge.  Aside  from  her  technical  efficiency 
in  what  might  be  called  inside  office  work, 
which,  of  course,  is  es.sential,  the  school 
secretary  must  measure  high  in  knowl¬ 
edge  of  human  nature  and  skill  in  dealing 
with  it.  Not  to  measure  up  in  this  latter 
field  is  to  make  efficiency  in  the  former 
of  little  or  no  avail. 

But  let  us  consider  further  what  is 
meant  by  knowledge  of  human  nature 
and  skill  in  dealing  with  it.  We  should 
not  hold  these  terms  in  a  vague,  nebulous 
state  if  they  are  to  be  worth  anything 
to  us. 

Knowledge  of  a  human  being  consists  of 
much  more  than  being  able  to  recognize 
him  when  he  makes  his  physical  appear¬ 
ance.  What  is  the  nature  of  a  human 
being?  What  is  the  nature  of  this  par¬ 
ticular  human  being?  To  get  at  the  an¬ 
swer  to  these  questions  requires  real  study. 
One  must  look  to  biology  for  knowledge 


of  the  human  organism.  There  is  no  end 
to  research  in  this  field.  Even  study  in 
endocrinology  as  a  special  aspect  of  the 
biology  of  the  human  being  is  of  great 
importance.  This  is  merely  suggestive. 
Many  other  factors  are  involved.  Suf¬ 
fice  to  say  that  if  a  person  wishes  to  de¬ 
velop  his  knowledge  of  human  nature  he 
must  keep  abreast  of  research  in  the  field 
of  biology. 

He  must  do  likewise  in  many  other 
fields  such  as  psychology,  anthropology, 
sociology.  Understanding  the  effect  of 
environment  on  the  individual  is  neces¬ 
sary  if  we  are  to  have  proper  understand¬ 
ing  of  his  reactions.  Understanding  be¬ 
gets  sympathy  and  sympathy  begets  coop¬ 
eration.  Contributions  come  here  from 
psychology,  anthropology,  sociology.  Don’t 
mix  maudlin  sentiment  with  this.  What  I 
am  here  referring  to  is  knowledge  that 
begets  understanding  in  the  scientific 
sense.  The  emphasis  is  upon  intelligence 
and  wholesome  sentiment  which  is  alto¬ 
gether  different  from  mere  sentimentality. 

It  should  be  clear  that  there  is  hardly 
any  limit  to  the  requirements  for  scholar¬ 
ship  upon  anyone  who  is  engaged  in  im¬ 
portant  relationships  with  human  beings. 

(Continued  on  Page  37} 


Dear  Listeners-In: 

N<»  sooner  do  I  get 
my  copy  ready  for 
the  fall  number  of 
the  National  Secre¬ 
tary  than  it  seems 
time  for  me  to  begin 
on  the  winter  num¬ 
ber,  and  by  the  time 
noranca  Stubba  you  are  all  reading 
this,  then  I  suppose 
I  shall  be  at  work  for  the  spring  number. 
So  it  goes  for  all  of  us  in  this  busy,  work- 
a-day  world,  and  though  I  am  sure  we  all 
long  for  a  little  more  leisure  now  and 
then,  I  hope  that  we  are  all  also  finding 
a  great  deal  of  interest  and  enjoyment  in 
our  every-day  tasks.  There  is  certainly  a 
great  deal  of  satisfaction  in  realizing  that 
one  has  done  the  best  possible  work  on 
the  task  assigned,  and  as  a  group  of  for¬ 
ward-looking,  wide-awake  people,  let  us 
not  overlook  any  opportunities  for  improv¬ 
ing  both  ourselves  and  our  work  in  every 
way  we  can. 


I  should  so  much  like  to  hear  from  some 
of  the  organzations  which  have  not  yet 
seen  themselves  in  print  in  the  “Listening- 
In”  column,  and  earnestly  ask  you  to  send 
me  material  so  that  I  may  be  the  means 
of  your  becoming  known  to  the  others 
who  have  been  written  up.  Just  write  and 
tell  me  about  your  meetings,  parties,  proj¬ 
ects.  etc.,  or  if  you  publish  a  bulletin, 
won’t  you  send  me  a  copy  whenever  it 
comes  out?  I  shall  be  most  grateful  and 
am  sure  that  it  will  be  to  your  advantage 
to  make  yourselves  known  in  this  way. 


Florence  R.  Stubbs, 
Secretary,  North  High  School, 
Denver,  Colorado. 


Arizona 

The  state  meeting  of  the  Arizona  Asso¬ 
ciation  of  School  Secretaries  was  held  at 
the  Hotel  Pioneer  in  Tucson  on  November 
9.  A  general  business  session  was  set  for 
the  election  of  officers  and  a  constitution 
and  by-laws  were  adopted.  At  a  later 
date  we  shall  hope  to  hear  further  news 
of  this  new  and  growing  association.  The 
state  president  is  Mrs.  Grace  B.  Holt  of 
Phoenix,  who  is  secretary  to  E.  W.  Mont¬ 
gomery,  Superintendent  of  High  Schools 
and  Junior  College  in  Phoenix. 

We  think  all  of  you  will  be  interested  to 
know  wbat  a  talented  member  we  have 
in  our  midst  in  Mrs.  Holt.  From  a  clip¬ 
ping  of  the  Phoenix  Gazette  under  date  of 
September  21,  1940,  we  are  copying  the 
following  article. 

“Born  in  British  Columbia,  Grace  Mor- 
den  Holt  moved  to  Pboenix  with  her  fam¬ 
ily  when  she  was  but  a  child  and  she  has 
remained  here  to  become  one  of  the  city’s 
most  popular  club  women  and  most  pro¬ 
lific  writers.  Listed  in  ‘Who’s  Who  in 
Arizona.’  ‘American  Women’  and  the 
‘International  Blue  Book,’  she  has 
achieved  no  little  distinction.  Though  her 
efforts  have  not  at  all  been  confined  to 
verse,  she  has  written  the  lyrics  and  mu¬ 
sic  to  many  published  songs,  has  had  her 
own  book  of  verse,  ‘Confessions.’  pub¬ 
lished,  and  has  work  included  in  ‘Muse,’ 
an  anthology  of  contemporary  poets,  and 
the  ‘World’s  Fair  Anthology  of  1940.’  She 
is  an  honorary  member  of  the  Eugene 
Field  Society  of  Poets.  In  another  phase 
of  writing  in  which  she  has  been  success¬ 
ful,  she  won  second  prize  for  radio  script 
in  a  national  contest  for  Business  and 
Professional  Women’s  Clubs,  and  her 
script  was  sent  to  B.P.W.  clubs  in  every 
state  in  the  Union. 
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“The  poetry  chosen  for  today’s  publi¬ 
cation  is  from  the  two  anthologies  listed 
above,  the  first  being  from  ‘Muse.’  the 
latter  from  the  ‘World’s  Fair’  volume. 

MY  FATHER'S  CHAIR 

“That  old  arm  chair  my  father  loved  so 
much 

Still  stands  beside  the  fireplace  wide 
and  high. 

I  shall  never  forget  the  loving  touch 

Of  toil-worn  hands  that  now  so  peaceful 
lie.” 

PARODY 

‘‘Two  eyes  of  brightest  blue 
Looked  into  eyes  of  brown. 

They  laughed  and  smiled  together 
With  ne’er  a  tear  or  frown. 

“The  blue  eyes  left  the  brown  ones 
Alone  one  winter  day, 

Brown  eyes  have  been  unhappy 
Since  the  blue  ones  went  away. 

“Two  pairs  of  eyes  are  downcast. 

Tears  often  fall  like  rain. 

Brown  eyes  will  ne’er  be  happy 
’Til  the  blue  eyes  come  again.” 

We  are  happy  to  find  talent  of  this  kind 
in  our  group  and  feel  sure  there  must  be 
much  more  scattered  here  and  there  and 
hope  it  may  be  unearthed  for  all  of  us  to 
enjoy.  Congratulations  to  Mrs.  Holt  and 
to  the  Arizona  Association! 


Caliiomia 

From  the  Los  Angeles  group  we  hear 
that  their  president,  Dorothy  Dolberg. 
celebrated  the  holiday  season  by  having 
an  appendectomy!  It  was  all  very  unex¬ 
pected  and  came  immediately  following 
two  dinner  meetings!  All  is  well  now. 
however,  and  Dorothy  expects  to  be  back 
at  school  very  soon. 

The  Christmas  dinner  meeting  this  year 
was  limited  to  clerks  and  secretaries — no 
bosses.  An  eight-verse  poem  invited 
everyone  to  come,  and  the  first  two  verses 
indicate  what  a  fine  time  everyone  an¬ 
ticipated — and  the  party  more  than  came 
up  to  expectations. 


O  Joy!  and  0  Gee!  I’m  so  full  of  glee 

The  Association  is  throwing  a  party; 

We’ll  cut  up  and  sing,  or  some  silly  thing 

And  there’ll  be  tasty  food  to  eat  hearty. 

The  Bosses  aren’t  coming,  we’re  all  on 
our  own — 

Just  the  members,  no  speaker  or  guest. 

And  there  will  be  music,  a  Christmas 
tree,  too. 

And  for  Santa  we’ve  put  in  a  request. 

Santa  Claus  accepted  the  invitation  and 
gave  small  wooden  figurines  to  everyone 
present.  (After  much  exclaiming  and 
guessing.  S.  C.  turned  out  to  be  BELLE 
KUEHNY!)  The  program  was  excellent 
and  if  the  same  idea  is  followed  next  year, 
we’ve  heard  a  lot  of  threats  about  skits, 
pantomimes,  etc.  Textbook  Clerks  also 
met  at  dinner  during  the  holiday  season 
and  enjoyed  fine  food  and  good  fellowship. 

On  the  serious  side  it  is  noted  that  the 
Secretarial  Association,  along  with  other 
employee  groups,  actively  participated  in 
the  revision  of  the  service  rating  form  to 
be  used  for  sedentary  employees  in  the 
Los  Angeles  City  School  System.  The 
Personnel  Commission  invited  employee 
representatives  to  present  tentative  drafts 
of  rating  forms.  A  great  deal  of  discus¬ 
sion  with  the  Secretarial  Association  as 
well  as  within  the  central  committee.  I 
brought  to  light  many  excellent  sugges¬ 
tions  and  very  soon  the  final  adopted  form 
should  be  published  by  the  Personnel 
Commission. 

The  January  meeting  of  the  Los  An¬ 
geles  group  promises  to  be  extremely  in¬ 
teresting.  Miss  Marie  Fontayne  of  the 
Fontayne  School  of  Charm  is  to  be  the 
speaker.  Her  subject  will  be  “It’s  More 
Fun.  When  You  Know  the  Rules.”  It 
sounds  like  a  new  approach  to  an  old  sub¬ 
ject  that  we  all  need  to  know  more  about 
and  undoubtedly  “take  unto  ourselves.” 


Denver,  Colorado 

The  first  regular  meeting  of  the  Clerks 
and  Secretaries  Association  of  the  Denver 
Public  Schools  was  the  dinner  held  on 
November  6.  1940,  at  the  Daniels  and 
Fishers  Tea  Room.  Although  it  was  the 
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night  after  election  and  everyone  was 
pretty  well  tired  out  after  the  exciting 
campaign,  it  was  a  most  successful  affair 
and  about  one  hundred  and  fifteen  mem¬ 
bers  and  guests  were  present.  The  theme 
used  was  that  of  the  “wild  west”  and  was 
cleverly  carried  out  in  designating  each 
of  the  tables  as  a  well-known  ranch  with 
a  hostess  at  each  table  in  a  cowgirl  cos¬ 
tume.  Place  cards  and  song  booklets 
also  carried  out  the  theme  and  the  entire 
program  was  one  cleverly  arranged  by 
Dorothy  Alexander  and  her  “round-up” 
committee — Alice  Mahood,  Elda  Fisher, 
and  Mary  Kalinowski.  Mr.  and  Mrs.  R. 
A.  Puffer  and  Miss  A.  Helen  Anderson 
were  guests  of  honor  and  both  spoke  in¬ 
formally  to  the  group.  Miss  Anderson, 
who  is  Supervisor  of  Publications  in  the 
Denver  schools,  gave  a  most  interesting 
talk  on  “Just  Women.”  and  Mr.  Puffer 
brought  greetings  and  called  the  Red 
Cross  drive  to  our  attention. 

After  the  program  a  short  business 
meeting  was  held  with  our  “ranch  fore- 
( Continued  on  Page  27) 


Our  Floor  Brushes  are  cement 
set  and  pegged,  and  are  therefore 
guaranteed  that  you  may  use  them 
in  oily  and  damp  places  as  well  as 
keep  them  near  a  radiator  or  other 
warm  place  and  the  bristle  will 
not  fall  out. 

Samples  will  be  submitted  upon 
request.  When  requesting  samples, 
please  state  within  what  price 
range  you  are  interested,  and  how 
long  the  bristle  should  extend 
from  the  block. 

RALPH  L.*GORKER 

1308  N.  WESTERN  AVENUE 
CHICAGO.  ILLINOIS 


HIGGINS  Maintains  the  High 
Standards  worthy  of  your  school 


When  you  write  a  requisition  reading  "Higgins  American  Drawing  Inks 
— no  substitute” — you  are  assuring  yourself  of  highest  quality,  con¬ 
venient  containers,  economy  in  use,  non-spoilage  in  storage  and  prompt 
delivery.  Sixty  years  of  service  say  it’s  so.  If  T  ¥TI  O* 

Send  for  a  color  card  of  Higgins  American  ll  I  Ij  n  I  1 1  ^ 

Drawing  Inks  and  a  catalog  sheet  of  office  inks  ^  Hiegins  4  CO.  INC. 

and  adhesives  to  make  your  work  lighter.  271  NINTH  STREET,  BROOKLYN,  N.  Y. 


tyiien  dealing  with  our  advertisers,  please  mention  the  National  Secretary 
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BLANK  FORMS 

( Continued  from  Page  15) 

Coining  into  the  Philadelphia  school 
system  as  an  elementary  clerk,  from  a 
business  office  where  I  had  kept  an  intri¬ 
cate  set  of  cost  accounting  books,  perhaps 
I  was  too  critical  of  the  blank  forms  on 
which  I  was  required  to  make  reports. 
You  know  the  saying  “Fools  rush  in  where 
angels  fear  to  tread.”  Being  young,  en¬ 
thusiastic,  and  perhaps  a  trifle  lazy,  I 
began  to  show  the  principal  how  much 


Your  Orders  For 

B I OLOG I  CAL  —  SuppI  ies, 
Specimens  and  Reagents 

CHEMICAL  —  Apparatus 
and  Chemicals 

PHYSICAL  —  Equipment 

Will  be  given  prompt  service, 
with  quality  merchandise. 
Reasonable  prices. 


Send  for  our  literature 


STANDARD  SCIENTIFIC 
SUPPLY  CORP. 

“Stanscien  Products” 

34  West  Fourth  Street 
New  York  City 


easier  the  reports  could  be  made  and 
records  kept  if  some  of  the  blank  forms 
were  changed.  He  was  young  too,  and 
rather  proud  of  his  big  new  school  and 
having  a  “clerical  assistant,”  so  he  passed 
on  my  suggestions  to  the  associate  super¬ 
intendent  who,  along  with  his  many  other 
duties,  had  charge  of  forms  and  reports. 
This  busy  man  came  out  to  the  school  one 
day  to  thank  us  for  what  he  called  our 
constructive  suggestions.  When  I  had  to 
refuse  a  transfer  to  his  office  because  of 
home  conditions,  he  asked  me  to  feel  per¬ 
fectly  free  to  forward  any  suggestions  I 
thought  might  improve  or  simplify  any  of 
the  blank  forms,  as  he  was  too  busy  to 
•Study  them  carefully  and  had  to  approve 
them  for  printing  after  the  most  casual 
reading. 

I  discovered  that  the  arrangement  of 
•some  of  our  blank  forms  was  inconveni¬ 
ent,  because  the  printer,  who  did  not  know 
much  about  the  school  system,  made  the 
lay-out  for  convenience  of  typesetting 
rather  than  for  the  easy  insertion  of  en¬ 
tries.  Having  had  a  little  training  in  art 
I  applied  this  to  form  making,  and  drew 
the  form  as  I  thought  it  should  look  when 
fini.shed.  This  kind  of  lay-out  gives  the 
printer  an  exact  picture  of  what  is  wanted, 
which  cannot  be  done  with  typewritten 
copy  even  if  each  column  and  space  is 
measured  for  him.  My  knowledge  of 
blank  forms  was  picked  up  from  various 
sources.  From  a  printer  I  got  a  catalog 
of  sample  types,  he  loaned  me  books  on 
old  and  modern  printing,  showed  me  how 
to  measure  copy,  and  allowed  me  to  go 


I  MANUAL  TRAINING  INSTRUCTORS-AnENTIONI  i 

1  The  maximum  and  most  efficient  use  of  your  machines,  and  safety  of  your  students 
!  rests  on  the  quality  of  the  saws  you  use. 

I  BURRILLS  PARAMOUNT  Band  Saws  made  from  the  finist  Nickel  Alloy  Steel  obtain- 
I  able  assure  you  of  such  service  and  safety 

j  Adopted  by  various  United  States  Government  departments,  and  large  furniture 
I  plants. 

1  Every  saw  is  carefully  straightened  and  Electrically  Butt  Welded  endless, 

j  You  can  obtain  these  saws  at  the  following  prices: 

J  1/8"  —  3/16"  —  1/4"  —  3/8"  wid*,  5'  6"  long  $  .90  oa. 

2  6'  6"  long  .95  oa. 

I  7'  6"  long  1.00  aa. 

1  Other  sizes  at  proportional  prices.  8'  5"  long  1.10  ea. 

I  BURRILL  SAW  &  TOOL  WORKS.  Box  28.  ILION.  N.  Y. 
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through  his  plant  to  see  how  printing  was 
(lone  from  start  to  finish. 

Several  years  later  I  became  secretary 
to  this  associate  superintendent.  With  his 
approval  and  encouragement,  I  worked  out 
a  new  numbering  system  for  all  the  blank 
forms  used  in  the  Department  of  Instruc¬ 
tion.  avoiding  the  use  of  same  numbers  in 
different  departments  which  was  causing 
some  confusion.  All  the  blank  forms  in 
the  city  were  inventoried,  and  to  our  as¬ 
tonishment  found  a  supply  of  some  forms 
sufficient  to  last  for  the  next  five  years. 
We  also  discovered  that  certain  blank 
forms  were  being  printed  three  and  four 
times  a  year,  which  added  to  the  cost  of 
printing  and  distribution.  Next  we  worked 
out  a  minimum-maximum  allotment  for 
each  blank  form;  and  directions  as  to 
how  long  each  record  was  to  he  kept  on 
file  before  being  destroyed. 

Things  began  to  run  more  smoothly  and 
the  yearly  cost  came  down.  There  was  a 
small  printing  plant  in  our  “Trade  School 
for  Boys,”  the  forerunner  of  our  present 
vocational  schools,  and  as  an  experiment 


HOLDEN 

BOOK 

COVERS 

Double  the  length 
of  service 
of  your  Textbooks 
and  keep  them  clean, 
neat  and  sanitary 


HOLDEN  PATENT 
BOOK  COVER  COMPANY 

Miles  C.  Holden,  President 

SPRINGFIELD.  MASSACHUSETTS 


LOOK  IT  UP  IN  WOOLLEY 

The  Latest  Texts  in  the  Woolley  Family  Are 

WOOLLEY-SCOTT-TRESSLER:  HIGH  SCHOOL 
HANDBOOK  OF  COMPOSITION 

WOOLLEY-SCOTT:  COLLEGE  HANDBOOK  OF 
COMPOSITION 


Published  by 


D.  C.  HEATH  and  COMPANY 

Boston  New  York  Chicaoo  San  Francisco  Atlanta  Dallas 


IVhen  dealing  with  our  advertisers,  please  mention  the  National  Secretary 
21 


we  sent  the  school  a  few  simple  forms 
which  were  used  in  large  quantities.  This 
worked  out  so  well  that  we  increased  the 
equipment  and  employed  an  expert  printer 
to  work  with  the  printing  teacher.  From 
this  has  grown  our  present  Print  Shop, 
occupying  a  whole  floor  of  the  Warehouse, 
and  employing  from  twenty  to  twenty-five 
expert  printers,  according  to  the  time  of 
the  year,  in  charge  of  a  chief  printer. 
The  Print  Shop  does  a  complete  job.  not 
only  the  printing,  but  punching,  perforat¬ 
ing,  folding,  cutting,  stapling  and  binding. 
It  also  prints  the  stationery,  specifications 
for  buildings  and  alterations,  our  bound 
and  unbound  reports,  intricate  statistical 
tables,  as  well  as  commencement  programs 
and  invitations  to  various  school  activities. 
The  work  of  the  Print  Shop  is  citmparable 
to  that  done  by  the  best  printers  in 
Philadelphia. 

Many  colleges  are  now  offering  courses 


WORLD’S  GREATEST  PEN  MAKERS  SINCE  1858 


The  educator's  prefer, 
ence  for  Esierbrook  4|ual- 
1^^  ity,  has  given  Esierbrook 
world  leadership  in  the  pen 
industry  for  over  80  years, 

THE  ESTERBROOK  PEN  CO. 

Camden.  New  Jersey 


in  advertising  and  include  instruction  in 
lay-outs,  types,  and  the  technical  side  of 
jti'inting.  Membership  in  the  Philadelphia 
Club  of  Advertising  Women  has  supplied 
me  with  first  hand  knowledge  of  the  best 
styles  of  printing  and  the  latest  trends  in 
collecting  data  and  distributing  ideas.  This 
has  proved  to  be  very  helpful.  Let  me 
emphasize  the  necessity  of  a  thorough 
knowledge  of  your  school  system  as  the 
slightest  change  in  a  law  or  regulation  is 
apt  to  make  changes  necessary  in  one  or 
more  blank  forms.  It  may  seem  a  trivial 
matter  and  not  very  important,  but  if  you 
ask  8000  teachers  to  supply  certain  infor¬ 
mation.  the  form  on  which  that  informa¬ 
tion  is  given  must  be  adapted  to  that  par¬ 
ticular  need,  thus  keeping  8000  people 
happy  and  easier  to  live  with. 

Have  you  ever  been  called  upon  to  fill 
out  a  blank  form  that  was  so  badly  de¬ 
signed  that  you  had  about  two  inches  in 
which  to  write  your 
“Name  in  full”  while 
it  gave  you  three  in¬ 
ches  to  write  in  two 
digits,  your  “Age  at 
last  birthday”?  The 
person  who  designed 
such  a  form  made  the 
space  to  fit  the  heading, 
rather  than  the  heading 
to  fit  into  a  space  deter¬ 
mined  by  the  probable 
entry.  Have  you  ever 
received  a  form  on 
which  the  teacher 
spread  her  entries  re¬ 
gardless  of  the  head- 


School  Secretary 

Please  ask  your  Music  Supervisor  and  Dramatic  Director 
to  contact  us  if  they  wish  to  Dress  Their  Show  as  they 
would  like — and  economically. 

Ditlance  is  no  barrier — We  equalise  Transportation 

The  Hooker-Howe  Costume  Company 


46-52  South  Main  Street 


Haverhill,  Massachusetts 
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ings?  This  can  be  controlled  by  making 
“boxes”  for  each  entry,  and  unconsciously 
the  teacher  will  adapt  her  writing  to  fit 
the  space,  thus  producing  a  neat  form 
easily  and  quickly  read.  Have  you  had 
forms  on  which  entries,  usually  the  name 
and  residence,  were  written  on  the  wrong 
lines,  because  the  person  did  not  know 
where  to  place  them?  Try  placing  the 
“Last  name,”  First  name,”  “Middle  name” 
printed  in  small  type  above  the  entry  line. 
If  the  form  is  to  be  typewritten,  the  di¬ 
rections  are  not  covered  and  you  do  not 
have  to  roll  the  carriage  up  and  down. 
Then  for  records  to  be  filed — instead  of 
the  filing  information  being  on  the  first 
line  clearly  in  sight,  do  you  have  to  read 
past  identification  items  to  find  the  name, 
or  school,  or  date,  or  other  filing  informa¬ 
tion?  This  can  be  avoided  by  printing 
irrelevant  matter,  such  as  the  name  of  the 
form  or  the  name  of  the  school  district, 
at  the  bottom  of  the  form  where  it  is  avail¬ 
able  for  identification  but  does  not  inter¬ 
fere  with  filing  items.  Has  this  ever  hap¬ 
pened  to  you  with  reports  that  are  made 
out  once  or  twice  a  year?  After  you  have 
such  a  report  beautifully  typed  you  dis¬ 
cover  or  remember  that  you  should  have 
made  four  copies  instead  of  three.  This 
can  be  avoided  if  directions  are  printed 
on  the  form  indicating  the  number  of 
copies  to  be  made  and  where  they  are  to 
be  forwarded.  Such  directions  are  a  big 
help  to  a  new  secretary  or  a  substitute. 

If  you  are  at  all  interested  in  blank 
forms  I  am  sure  you  have  developed  some 
kind  of  a  “philosophy”  about  them,  and  I 
am  wondering  to  what  extent  yours  agrees 
with  mine.  I  think  there  should  be  as 
few  blank  forms  as  possible,  and  that  a 
printed  form  is  preferable  to  one  that  is 
mimeographed,  in  the  form  of  a  letter, 
or  a  written  memorandum.  .  .  .  One  form 
should  be  adapted  for  as  many  purposes 
as  possible,  rather  than  having  several 
similar  forms.  .  .  .  When  possible  one 
form  should  be  used  in  all  types  of  schools 
rather  than  similar  forms  for  elementary 
and  secondary  schools.  ...  A  form  should 
be  simply  designed  for  quick  and  accu¬ 
rate  use  rather  than  being  complicated. 


thereby  inviting  misunderstandings  and 
errors.  .  .  .  Forms  should  be  printed  on 
one  side  only  if  possible,  although  some¬ 
times  a  smaller  form  printed  on  both  sides 
is  preferable  to  a  larger  one  printed  on 
one  side.  .  .  .  Cut  the  cost  by  using  a 
cheap  grade  of  paper  or  cardboard  for 
temporary  forms,  and  cardboard  only 
when  absolutely  necessary.  .  .  .  White  and 
man i la  is  preferable  to  colors.  .  .  .  When 
colored  stock  is  necessary  the  pale  colors 
are  kinder  to  the  eyes  than  the  bright  and 
glary  ones.  .  .  .  Dull  finished  paper  is 
usually  more  satisfactory  than  a  calen¬ 
dared  one.  .  .  .  Forms  should  be  of  a  size 
and  shape  that  will  fit  standard  filing 
cabinets.  .  .  .  Weight  of  paper  or  card¬ 
board  should  be  considered  for  number 
of  carbons  to  be  made.  .  .  .  Size  and 
weight  of  stock  must  be  considered  for 
forms  to  be  mailed.  ...  In  other  words, 
should  we  not  strive  to  supply  only  the 
blank  forms  that  are  absolutely  necessary 
to  efficiently  conduct  a  school  system,  see 
that  they  are  designed  to  invite  accurate 
and  intelligent  use,  and  produce  and  dis¬ 
tribute  them  at  the  lowest  possible  cost? 

j  RESULTS  COUNT  IN 
HANDWRITING 


The  Palmer  Method  handwriting 
instruction  is  the  quickest  way  of  get¬ 
ting  good  results  in  this  subject  with 
a  limited  time  allotment. 

Palmer  Method  service  extends  to 
every  state  and  territory  and  many 
foreign  countries. 

Already  acknowledged  leaders  in 
the  cursive  writing  field,  the  Palmer 
Method  organization  has  taken  the 
lead  too  in  manuscript  writing  publi¬ 
cations  and  services.  Such  unques¬ 
tioned  leadership  makes  this  organiza¬ 
tion  better  able  to  advise  you  on  all 
matters  pertaining  to  handwriting. 

4tk  for  our  Uluttrutrd  eotmlog  und  tmmploB 
of  mmnuMcript  und  eunivo  pubHeution$* 


The  A.  N.  Palmer  Company 

N«w  York  —  Chicago  —  Cadar  RapMa,  la. 
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Winning  Community  Support  for  Schools 

—THE  SCHOOL  NEWSPAPER  AND  MIMEOGRAPH  EQUIPMENT 


r  X  The  first  step  in  any  public  rela- 
tions  campaign  for  public  schools 
/  \  is  the  school  newspaper. 

I - 1  Many  school  systems  through¬ 

out  the  country  have  proved  that  well- 
edited,  well-produced  school  papers  can 
inform  parents  of  the  work  of  the  school, 
influence  them  to  support  school  activities,  in¬ 
crease  pupil  interest  in  class  work,  and  create 
good  will  for  the  school  in  the  community. 

And  in  thousands  of  schools,  this  basic 
public  relations  job  is  being  done — econom¬ 
ically  and  by  the  pupils  themselves— with 
the  help  of  the  Mimeograph  duplicator  and 
Mimeograph  brand  supplies.  In  many  cases, 
the  school  paper  has  actually  repaid  the  in¬ 
vestment  in  equipment  and  shown  a  profit — 
money  for  other  school  projects  and  activities. 

If  your  schools  haven’t  taken  this  forward 
step  in  educational  progress,  write  A.  B. 
Dick  Company,  Chicago,  or  telephone  our 


Mimeograph 

MIMEOGRAPH  IS  the  trade-mark  or  a.  b.  dick  company. 

CHICAGO,  REGISTERED  IN  THE  U.  S.  PATENT  OPPICE 


distributor  in  your  city  for  complete  details 
on  how  to  go  about  it. 

Free  Service  for  School  Papers — A.  B.  Dick  Com¬ 
pany  ofFcrs  a  national  service  for  school  publications 
produced  on  the  Mimeograph  duplicator.  Comprehen¬ 
sive  suggestions  for  sizes,  costs,  advertising,  staff 
organization,  and  complete  production  details  are  in¬ 
cluded.  No  charge  for  this  service.  Send  for  free  book¬ 
let  describing  it. 

School  Papers  are  easy  to  produce,  and  more  impor¬ 
tant — easy  to  read — when  the  Mimeograph  duplicator 
does  the  job.  You  can  have  the  same  high  visibility 
standards  in  school  newspapers  that  you  demand  when 
you  are  buying  school  textbooks.  Two  of  the  new 
Mimeograph  duplicators  to  help  you  are  the  Model  90 
(shown  here) — and  the  Model  91  (in  the  picture  above). 


A.  B.  DICK  COMPANY.  Df-pt.  J-1040 
7J0  ^ .  Jackson  Blvd.,  Chicaco,  Ill. 

Send  me  frm  copii's  of  the  folders  cht'cked: 

—  “A  National  Si'rvice  for  iikhool  Publica¬ 

tions'’ 

"The  All-Purpose  Duidicator  for  Schools" 

—  "The  Visibility  Yardstick" 


Organualion . 
CUy . 
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Will  you  3io  jta  Me,  &  Rook?" 

BEATRICE  L.  BROWN 
Montclair,  Naw  laraay 


SAPPHIRA  AND 
THE  SLAVE  GIRL 
— Willa  Gather  (Al¬ 
fred  A.  Knopf). 

Sapphira  and  the 
Slave  Girl,  as  the 
tittle  suggests,  is  the 
story  «>f  Sapphira 
Dodderidge  Colhert 
and  her  subtle  perse¬ 
cution  of  the  heauti- 
!  ful  mulatto  slave,  Nancy.  The  scene  is 
just  prior  to  the  Civil  War  and  reveals 
the  presence  of  undercurrents  of  unrest 
and  doubt. 

The  characters  are  simply  but  master¬ 
fully  drawn  and  include  a  wide  range  of 
personalities.  The  slaves  are  pictured 
with  sympathetic  understanding  and  ap¬ 
preciation.  Nancy’s  personality  and  vary¬ 
ing  emotions  are  particularly  revealing. 
Till,  her  mother,  is  always  to  be  trusted, 
for  she  had  been  taught  “that  there  was 
all  the  difference  in  the  world  between 
doing  things  eractly  right  and  doing  them 
somehow-or-other.”  There  are  also  the 
mountain  people  represented  by  Mandy 
Ringer,  who  was  “born  interested,”  All 
of  these  are  delightful  to  meet  and  ap¬ 
preciate  in  leisurely  reading. 

Likewise  the  color  and  music  of  the 
Virginia  countryside,  which  Willa  Gather 
knew  as  a  little  girl,  are  exquisitely  pic¬ 
tured.  We  see  spring  through  the  eyes 
6  of  Mrs.  Blake  and  sense  poignantly  that, 
I  “In  all  the  rich  flowering  and  blushing 
I  and  blooming  of  a  Virginia  spring,  the 

^  scentless  dogwood  is  the  wildest  thing  and 

j  yet  the  most  austere,  the  most  unearthly.” 
^  The  slave  quarters,  “a  helter-skelter  scat¬ 
tering,”  are  just  as  vividly  painted. 

The  striking  scenes,  which  recur  from 
time  to  time  after  reading  Sapphira  and 
the  Slave  Girl,  bespeak  the  wealth  of 
material  which  this  short  novel  contains. 
Nancy,  to  allay  Sapphira’s  jealous  sus¬ 
picions.  must  bring  her  straw  tick  and 
sleep  unprotected  on  the  floor  outside  her 


mistress’  door.  Old  Jefferson,  the  coach¬ 
man.  ready  to  drive  his  proud  mistress  to 
Winchester,  is  discovered  by  her  to  have 
nothing  on  his  feet.  “Ah  thought  nobody’d 
see  mah  fe-e-t  on  de  box.  Missy,”  Jeff  re¬ 
plies  to  her  query.  Mrs.  Blake,  Sapphira’s 
daughter,  is  forced  to  reach  in  the  win¬ 
dow  at  night  and  take  the  money  from 
her  father’s  pocket  which  he  wants  her 
to  have  for  her  undertaking,  but  dares  not 
give  her.  Mrs.  Blake’s  little  girl,  Mary, 
while  gravely  ill  steals  down  to  the 
kitchen  in  her  white  nightie  to  drink  a 
howl  of  hot  broth  left  steaming  on  the 
table.  This  is  all  presented  with  the 
clarity,  beauty,  and  distinction  that  only 
a  master  craftsman  can  command. 

AS  I  REMEMBER  HIS— Hans  Zinsser 

(Little  Brown  and  Gompany). 

Dr.  Zinsser,  using  his  mythical  friend, 
“R.S.,”  as  the  subject,  has  written  his  own 
autobiography.  In  this  happy  arrangement 
he  is  able  to  make  observations  and  criti¬ 
cisms  of  “R.S.”  which  add  much  to  the 
wit  and  charm  of  the  book.  These  asides, 
as  it  were,  might  have  seemed  impractica¬ 
ble  or  at  least  egotistic  in  a  biography 
following  any  other  style. 

The  author  begins  bis  story  with  the  ro¬ 
mance  of  his  parents  and  through  them 
divulges  the  feelings  of  hyphenated 
Americans.  Although  their  culture  is 
equal  to  that  of  their  fellow  Americans 
there  is  always  a  prejudice  against  the 
more  recently  arrived. 

Since  he  did  not  want  this  to  be  a 
“doctor  book,”  Dr.  Zinsser  bas  emphasized 
his  love  for  adventure  which  took  him  to 
Serbia,  Russia,  Mexico,  and  the  Orient. 
However,  his  study,  wherever  he  was,  of 
plagues,  maladies,  and  their  cure  or  pre¬ 
vention  partially  reveal  his  distinguished 
career  as  a  scientist. 

The  man  himself  is  manifest  through 
the  sage  comments  “R.S.”  makes  regard¬ 
ing  education,  politics,  and  philosophy. 

( Continued  on  Page  32) 


2S 


CRIimER  POSTURE  CHAIRS 

MOST  major  advances  irt  MODERN  Posture  Seating  were  FIRST 
introduced  by  CRAMER  .  .  . 

.  .  .  Latex  Rubber  Cushioning  .  .  .  "Finger-Tip”  Adjustments  .  .  .  Semi-Rigid 
Spring  Steel  Back  Support  .  .  .  Interchangeable  Backs— Seats — Bases  .  .  . 
Removable  Covers  ...  2  inch  Ball  Bearing  Casters  as  standard  .  .  .  Sealed  Spindle 
Bearing  .  .  .  Simple  design  and  construction. 

SIX  OF  SIXTY  AVAILABLE  MODELS 


MODEL  110 

Simplicity  and  versality  make  this  a  most 
popular  stenographic  chair. 


A 


Senior  Executive  Model  510  and  Junior  Ex¬ 
ecutive  Model  217  offer  all  the  advantages 
in  correct  posture  for  the  busy  executive, 
plus  ‘‘Roll-Tilt"  .  .  .  the  controlled  tilt 
back.  The  SIX  feature  models. 


MODEL  610 

For  bookkeeping  machine  operators.  Scien¬ 
tifically  tilted  seat  to  relieve  under-leg 
pressure. 


MODEL  441 

"All-in-One"  Hi-Model.  Adjustable  from 
23  Vi"  to  32 Vi"  with  foot  ring  adjustable 
from  4"  to  14"  from  floor. 


MODEL  217 

T? 

n 


MODEL  2001  with  ‘‘Tablet  Arm" 

"All  Purpose"  stenographic  chair.  I  "Tablet 
Arm”  is  available  on  all  models.  $6.00 
additional.) 


Invented,  designed  and  distributed  by  one  organization  (through  exclusive 
dealerships)  with  metal  manufacturing  experience  of  over  54  years — 
Precision  work  from  Bank  Vaults  to  Posture  Chairs. 

Cramer  Posture  Chair  Company 

1210-18  Campbell  Street  Kansas  City,  Mo. 

Also  available  with  ""Micro-Crip"  and  "Rock-A-Back"  —  All  Chairs  Are 
Covered  With  Duro  Material 
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LISTENING-IN 

(Continueil  from  l‘afie  19) 
man,"  Betty  Shinneman,  in  eliarge.  Re¬ 
ports  of  various  committees  were  given 
and  a  thoroughly  deliglitful  evening  was 
spent  by  all.  One  of  the  interesting  events 
was  the  presence  of  three  members  from 
the  Colorado  Springs  secretarial  group 
who  made  the  trip  up  and  back  that  eve¬ 
ning  in  «»rder  to  he  with  us.  As  it  was  the 
first  time  any  «>f  them  had  attended  a 
Denver  meeting,  it  was  much  appreciated, 
and  we  are  hoping  that  others  may  join 
us  in  future  meetings.  Out  of  thirteen 
members  in  Ccdorado  Springs  eligible  to 
join  the  National  Association,  ten  have 
become  members  this  year,  which,  we 
think,  is  an  extremely  fine  showing,  and 
indicates  an  unusually  splendid  spirit  in 
this  small  group  of  girls. 

The  bulletin,  “that’s  New,"  issued  by 
the  Denver  association  was  ready  for  dis¬ 
tribution  at  the  close  of  the  dinner,  and 
contained  many  items  of  interest  and  per¬ 
sonal  information  which  were  eagerly  read 
by  all. 


Minneapolis.  Minnesota 

On  Tuesday,  October  8,  the  Board  of 
Education  Office  Employees  Association 
conducted  a  very  successful  “first  meeting 
of  the  year”  dinner.  New  officers  were 
elected,  various  reports  were  read  and,  in¬ 
cidentally,  a  dinner  was  eaten.  Lily  Eric- 
son  gave  an  amusing  account  of  her  trip 
to  the  Milwaukee  Convention  last  summer 
and  also  furnished  the  members  present 
with  some  pertinent  information  concern¬ 
ing  the  National  AsscH'iation.  Under  the 
guidance  of  the  new  president,  Helga 
Justad,  the  BOEOEA  is  looking  forward 
to  another  successful  year  of  work  and 
accomplishment. 

Minneapolis  also  seems  to  have  out¬ 
standing  talent  in  the  group  as  the  bulle¬ 
tin  published  there  carries  the  following 
announcements:  “For  a  very  special  treat, 
may  we  suggest  you  mark  your  calendar 
for  December  3.  Tuesday  night,  and  take 
yourself  to  hear  the  Minneapolitan  Sing¬ 
ers’  concert  at  the  Lyceum  Theatre.  Elnor 
Lund,  in  the  Pupil  Personnel  Department, 
may  he  too  modest  to  advertise  herself. 


refreshment 
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but  to  those  of  you  wl>o  enjoy  really  go«)(l 
singing,  in  a  very  diversified  program.  I 
heartily  recommend  attendance.” 

And  this.  “Helga  Jiistad.  our  concert 
pianist,  appeared  in  a  recital  on  Friday. 
October  11,  at  Macl’hail  Scduud  of  Music, 
^e’re  sorry  our  Bulletin  didn't  conn-  out 
earlier,  hut  from  all  rcjMirts.  the  perform¬ 
ance  was  up  to  Helga’s  usual  standard — 
in  other  words,  very  much  enjoyed  by  all.” 

Another  item  in  the  Bulletin  is  one 
which.  I  am  quite  sure,  applies  to  most  of 
our  local  groups.  It  is  as  follows;  “We 
feel  that  the  ability  of  our  organi/.ation 
has  barely  been  touched  upon.  We  should 
have  within  our  ranks  leaders  of  no  little 
ability,  and  alert,  interested  followers.” 

A  splendid  project  for  the  year  would 
be  for  every  local  group  to  make  an  effort 
to  draw  out  all  the  hidden  talent  of  its 
members.  I  have  no  doubt  but  that  every¬ 
one  would  be  surprised! 

Cleveland,  Ohio 

From  Ohio  comes  very  interesting  news 
concerning  a  luncheon  meeting  held  on 


Friday.  November  1,  at  the  Motel  Aller- 
ton.  The  si'hool  secretaries  in  Northeast¬ 
ern  Ohio  have  been  included  with  the 
Northeastern  Ohio  Teachers’  As.sociution 
and  this  was  the  first  meeting  under  this 
ufliliution.  There  were  17.1  si'cretaries  in 
attendance  and  a  most  inspiring  talk  by 
Dr.  Dilworth  l.iipton  on  “(Getting  Along 
with  People”  was  the  main  feature  of  the 
meeting.  Other  speakers  were  Mrs.  Nonna 
Wulff.  member  of  the  (develand  Board  of 
Fducation;  Mrs.  Maude  McOuate.  mem- 
b«‘r  of  the  (]ivil  Service  (aimmission  in 
Cleveland;  and  Mr.  Terry  Wickham.  Kx- 
ecutive  Secretary  of  the  Northeastern  Ohio 
Teachers’  Association. 

Miss  Virginia  Barkus  was  elected  Chair¬ 
man.  and  Miss  Dorothy  Stray  was  elected 
Secretary  of  the  Northeastern  Ohio  School 
Secretaries  Association  for  the  year  1940- 
41,  and  a  great  deal  of  interest  and  en¬ 
thusiasm  was  shown  for  the  new  organ¬ 
ization. 

Miss  Tillie  R.  Katowitz  of  the  Patrick 
Henry  Junior  High  School  in  Cleveland 
( Continued  on  Page  d'A) 


National  Association  of 
School  Secretaries 

WELCOME ! 

All  of  us  here  at  the  Traymore  will  be  delighted 
to  have  you  with  us  February  22nd  and  23rd 
and  you  can  be  sure  that  everyone  on  the  staff 
will  be  at  your  call  every  minute.  Stretch  out  on 
broad  sun-decks.  Tune  up  in  the  Health  Baths. 
Sup  in  the  Stratosphere  Room  or  Submarine 
Grill.  Enjoy  year  ’round  golf  on  summer  grass 
greens  and  the  diversions  of  Atlantic  City. 


IMYMORE 


ON  IHE  BOARDWALK 


ATLANTIC  CITY 


Bennett  E.  Tousley,  General  Manager 
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Advertising 


MARGARET  V.  KERNAN 
Vlc«-PrMld*iil  and  AdTCrtising  Manaqar 
Municipal  Building.  Salam,  Naw  lartay 


MAKK  IT  A  HABIT — before  buying — 
look  first  in  your 

NATIONAL  SECRETARY 

SECRETARIES — No  matter  what  your 
needs  may  be,  you  are  pretty  certain  to 
find  among  the  advertis«'rs  one  who  is 
anxious  to  serve  you  .  .  .  whatever  you 
need,  make  it  a  habit  to  look  first  in  your 
National  Secretary.  We  know  you  will 
find  them  mighty  fine  |)eopIe  to  deal  with. 
All  things  being  equal,  we  ask  you  to 
remember  to  buy  from  our  advertisers. 
We  urge  you  to  make  your  purchasing 
influence  felt. 

ADVERTISERS  —  Reputable  business 
men  are  invited  to  use  our  National  Sec¬ 
retary  as  their  medium  of  advertising. 
Each  issue  we  reach  thousands  of  possible 
purchasers  direct  by  mail.  How  much 
will  this  vast  army  of  buyers  spend  in  the 
course  of  a  year  in  your  line  of  business? 
There  is  more  purchasing  power  repre¬ 
sented  here  than  there  is  in  several  fair¬ 
sized  communities  combined.  An  attrac¬ 
tive  ad  in  the  National  5>ecretary  will 
help  to  get  your  share  of  the  school 
business. 

ADVERTISERS — Since  best  results  are 
received  only  by  keeping  your  message 
continually  before  the  buying  public,  we 
invite  you  most  cordially  to  continue  your 
advertisement  in  all  three  issues  for  the 
year.  The  next  three  releases  will  be  May 
first,  October  first,  and  February  first. 
Advertising  copies  should  reach  the  Ad¬ 
vertising  Manager  as  soon  as  convenient 
and  not  later  than  March  15,  August  15, 
and  December  15.  For  the  next  three 
issues  the  following  net  rates  are  con¬ 
tinued  : 


1.  Two  ontlro  pagos,  mMdlo  pagot, 

9V4"x7V4'’  . $50.00 

2.  An  antira  paga,  outtido  back  covan, 

4%''k7V4"  . $30.00 

3.  An  antira  paga,  $25.00 

4.  A  halt  paga,  4t/j"K3%''  . $15.00 

5.  A  quartar  paga,  2%k"x3^'*  . $10.00 

6.  A  raduction  of  $5.00  it  givan,  at  thb 
tima,  with  tha  placamant  of  your  advar- 
tiling  ordar  In  tha  thraa  Itsuas. 

7.  CIRCULATION— 3000  copiat.  Siza  of 

publication,  6"z9"  . 48  pagat 

Shall  we  change  the  size  of  the  National 
Secretary? — Many  advertisers  have  rec¬ 
ommended  that  we  increase  the  size  of  the 
National  Secretary  from  6x9  inches  to 
9x12  inches.  Since  the  National  Secre¬ 
tary  is  of!  size,  a  separate  plate  has  to  be 
made  up.  Whereas  if  we  adopt  the  stand¬ 
ard  size,  9x12  inches,  the  advertisers  can 
use  the  standard  plates  for  their  adver¬ 
tisements  in  the  National  Secretary  as  well 
as  the  advertisements  they  place  in  sim¬ 
ilar  periodicals.  Electros  of  the  original 
advertisement  could  be  sent  to  all  publi¬ 
cations  which  would  reduce  the  cost  of 
producing  the  advertising  c«»py.  In  con¬ 
sideration  of  changing  the  size  of  the 
publication,  may  I  have  the  benefit  of  the 
advice  from  members  and  advertisers?  I 
trust  you  will  always  feel  the  utmost  free¬ 
dom  in  expressing  to  me  your  opinion 
concerning  the  National  Secretary.  We 
are  all  interested  in  the  National  Secre¬ 
tary  because  it  holds  the  .Association  to¬ 
gether,  and  aids  relationships  between  the 
business  world  and  the  school  secretary. 

EXHIBITS— Advertisers  may  exhibit 
books  or  equipment  in  the  headquarters 
of  the  National  Association  of  School  Sec¬ 
retaries,  Hotel  Traymore,  Atlantic  City, 
February  22  and  23,  at  a  very  nominal 
cost,  $1.00  per  day  per  item.  Exhibitors 
are  invited  to  call  at  our  headquarters  at 
3  p.m.  on  Saturday  afternoon,  February 
22,  to  meet  our  group. 
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BcUool-  P^tOO^l 

SPECIFY  Under  Pencil  m 

Sharpeners  — 

BOSTON  SELF  FEEDER  A  i  ^ 

No.  4.  It  centers  pencils  L(  • 
accurately.  Pays  for  itself  1*1^ 
by  preventing  waste.  Other  Sr 

quality  HUNT  Products  for 
your  School  needs  include 
SPEEDBALL  Pens  and  Inks  'j 
—  SPEEDBALL  Linoleum 
Cutters,  HUNT  Pens  for 
writing. 

HUNT  PEN  COMPANY  |  S 

Camden.  New  lersey  ■  ■ 


BOSTON 

PElfiSL  SHAHPEl^ 


He  Thought  He  Knew 

“Yes.”  the  teacher  explained,  “»iuite  a 
numher  of  plants  and  flowers  have  the 
prefix  ‘dog*.  For  instance,  the  dog  rose 
and  tlie  dog  violet  are  well  known.  Can 
you  name  another?” 

There  was  silence,  then  a  happy  l(M»k 
illuminated  the  face  of  a  boy  at  the  end 
of  the  class. 

“■plea.se,”  he  called  out.  proud  of  his 
knowledge,  “collie-flowers!” 

Recipe  for  a  Secretary 

S  incere  in  her  actions. 

E  arnest  in  endeavor, 

C  ourteous  at  all  times. 

R  eady  to  serve, 

E  nergetic  in  her  work, 

T  actful  in  her  speech. 

A  ccurate  in  details, 

R  esourceful  in  her  methods. 

Y  ielding  to  the  right. 

Ci.AR.\  Sperling, 
Secretary  to  President,  Northern 
Illinois  State  Teachers  College. 


imiFORmSJifOSTlllflLD 

I  8  EAST  I6STREET  NEUJ  YORK  CITY 
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MEMBERSHIP  BUILDING 

(Continued  from  Page  12) 
reacliing  that  goal  and  is  reasonably  sure 
of  having  sixty  members  before  the  close 
of  the  year  1940-41. 

Cooperation,  bard  work  and  friendliness 
go  band  in  band  in  building  membership 
and  all  of  these  factors  are  necessary  to 
maintain  that  membership.  Members  are 
seldom  lost  in  Arizona  and,  in  some  cases, 
when  it  has  become  necessary  for  secre¬ 
taries  to  leave  school  work,  they  have  writ¬ 
ten  to  in(|uire  if  it  is  possible  to  continue 
their  membership  in  the  National  Asso¬ 
ciation  of  School  Secretaries.  The  feel¬ 
ing  of  “belonging”  is  clearly  depicted  in 
the  following  excerpt  from  a  letter  which 
the  State  Membership  Chairman  in  Ari¬ 
zona  recently  received  from  a  new  mem¬ 


ber:  “I  think  y<tu  did  us  here  at  the 
University  a  real  service  when  you  came 
down  to  tell  us  about  the  organization. 
Ftir  myself,  I  have  met  several  people 
whom  I  liked  at  once  and  whom  I  never 
would  have  met  otherwise.  The  Secre¬ 
taries  Association  is  certainly  promoting 
friendships.” 

A  true  unity  of  purpose — ^that  unity  of 
which  we  hear  so  much — a  willingness  to 
compromise  on  methods — may  emerge  and 
we  may  reach  new  heights  in  consequence. 
In  building  membership  in  the  National 
Association  of  School  Secretaries  you  will 
have  helped  to  create  and  develop  a  new 
and  important  group  in  the  modern  edu¬ 
cational  system,  a  positive  and  effective 
section  based  on  a  firm  foundation  of 
knowledge,  friendship  and  cooperation. 


DIPLOMAS 

SHEET  OR  BOOK  FORM 

Engraved  or  Engro$»ed  Rexolution$ 

i.  P.  STEVEHS  ENGRAVING  CO.,  Atlanta,  Ga. 


COMMENCEMENT  INVITATIONS 
Class  and  Fraternity  Stationery 
Dance,  Reception  and  Visiting  Cards 
Recital  Invitations 

SampleB  and  Price*  Upon  Requeat 


Make  a  Note  of  These  Rates! 

Single  $2.50  to  $3.50 
Double  $3.50  to  $5.00 
NONE  HIGHER 

•  • 

A  fine,  400  room  modern  hotel,  near  Broadway,  Radio  City 
and  Fifth  Avenue.  Popular  priced  restaurant  and  Bar. 


Hotel  Knickerbocker 


Thomas  V.  Flynn,  Manager 


120  West  45th  St. 


New  York 
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"WHAT  WILL  YOU  DO  TO  ME. 

O  BOOK?" 

(Continued  from  Page  25) 

He  has  delightful  moments  of  relaxation 
when  he  revels  in  the  country  with  the 
sensitive  appreciation  of  a  p<M‘t. 

Those  wjio.  in  their  work,  touch  u|)on 
the  field  of  educati«>n  will  l>e  interested  in 
his  comparisons  of  the  methods  of  educa¬ 
tion  in  Europe.  China,  and  America  and 
in  his  suggested  changes.  About  “R.S.” 
he  states,  “From  early  confusion  he  finally 
became  more  firm  than  before  in  his  con¬ 
viction  that  only  education  and  slow  evo¬ 
lution  under  perfected  demm’ratic  con¬ 
stitutions  could  eventually  solve  the  eco¬ 
nomic  problems  of  the  world.” 

Throughout  this  engaging  book.  Dr. 
Zinsser  is  delightfully  entertaining  but 
always  essentially  serious  and  thought- 
provoking. 

SMOKE  SCREEN— Samuel  B.  Pettengill 
(Southern  Publishers,  Inc.). 

This  spirited  little  volume  by  a  former 
Democratic  Congressman  from  Indiana  is 
written  “to  demonstrate  that  we  are  mov¬ 


ing  toward  National  Socialism,  and  that 
from  now  on  we  should  move  away  from 
it.”  It  reveals  “the  new  instruments  of 
public  power”  which  have  been  built  up 
in  this  ctmntry.  By  repeated  reference  to 
parallel  situations  in  Germany,  Russia,  or 
Italy,  it  brings  to  light  the  alarming  ex¬ 
tent  to  which  “creeping  collectivism”  has 
already  taken  hold  here.  It  warns  the 
.\merican  people  that  they  “are  now  asked 
to  embrace  tbe  same  kind  of  tyrannies 
which  our  forbears  crossed  the  stormy 
North  Atlantic  to  escape.”  The  last  chap¬ 
ter  suggests  a  way  OUT  in  which  every¬ 
one  may  have  an  important  share. 

SPEAK  UP  FOR  DEMOCRAACY— Ed¬ 
ward  Bernays  (Viking  Press). 

If  we  have  been  properly  aroused  by 
the  revelations  in  Smoke  Screen  we  shall 
be  glad  to  adopt  tbe  methods  suggested 
in  this  book  and  SPEAK  UP  FOR  DE¬ 
MOCRACY.  Here  we  have  a  practical 
plan  of  action  for  all  Americans  proposed 
by  a  man  who  is  “the  ablest  professional 
in  moulding  public  opinion  in  the  United 
States.” 


Save 


ON  RIBBONS  AND  CARBONS 


More  than  2000  schools  are 
using  “U.S,”  ribbons  and  carbons  .  .  .  and  that  means 
more  than  2000  schools  are  paying  less  and  getting  j 
i  morel  / 

\  Learn  why  “U.S.”  products  / 

\  are  the  popular  choice  .  .  .  send  us  a  copy  of  / 

\  your  bid  form  ...  or  just  write  for  samples  and  / 

\  prices.  / 


U.  S.  Typewriter  /  Ribbon  Mtg.  Co. 

Filbert  at  Tenth  St.  ,  Philadelphia,  Pa 

tst.a.ii- h.  <) 
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LISTENING-IN 

(Continued  from  Cage'Jtt) 
has  Ix'rn  one  of  the  prime  movers  in  this 
affiliation  an<i  slie  writes  that  the  meeting 
was  really  a  itrami  affair.  Many  out-of- 
town  girls  atttmded  -girls  who  n«‘ver  knew 
or  were  interested  in  sueh  a  group,  and 
many  who  were  indifferent  t«)  local  as  well 
as  national  organizations,  so  now  great 
things  are  hoped  for  as  a  result  of  this 
affiliation. 

Many  notes  of  congratulations  were  re¬ 
ceived  and  we  think  all  of  you  will  he  in¬ 
terested  in  reading  excerpts  from  some  of 
these.  Dr.  Donald  DuShane,  I’resitlent  of 
the  National  Education  Assitciation  of  the 
United  States,  wrote:  “Congratulations 
upon  your  affiliation  with  the  Northeastern 
Ohi<»  Teachers’  Association.  The  position 
of  school  secretary  is  rapidly  increasing  in 
importance  as  a  unit  in  the  general  ma¬ 
chinery  and  management  of  the  school. 
The  familiarity  of  the  secretary  with  basic 
educational  problems  is  an  asset,  the  value 
of  which  it  is  difficult  to  over  estimate 
Appreciation  of  the  administrator  and  the 
teaching  staff  for  the  problems  of  the 
school  secretary  increase  effectiveness. 
The  step  you  have  taken  is  a  significant 
one.  With  best  wishes  for  profitable  co¬ 
operation  and  complete  success  for  your 
first  affiliated  meeting  November  1.” 

Mr.  E.  N.  Dietrich,  Director  of  Educa¬ 
tion,  State  of  Ohio,  wrote:  “It  is  with  a 
great  deal  of  satisfaction  that  I  note  the 
Northeastern  Ohio  School  Secretaries  As¬ 
sociation  is  becoming  closer  allied  with 
educational  groups.  I  am  confident  that 
this  membership  will  be  of  mutual  benefit 


to  your  organization  and  to  the  schmils  of 
Ohio.” 

Mr.  Carl  Coffeen.  President,  Northeast¬ 
ern  Ohio  Teachers’  Association,  sent  the 
following:  “I  a|>preciate  the  opiMirtunity 
of  directing  a  word  of  welcome  to  the 
Northeastern  Ohio  State  Secretaries  As- 
siK'iation.  .Speaking  for  the  officers,  the 
ex«‘cutive  committee,  and  the  entire  mem- 
hership  of  the  Northeastern  Ohio  Teach¬ 
ers’  Association.  I  cordially  welcome  the 
scIkmiI  secretaries  of  Northeastern  Ohio 
to  our  group.  Anyone  who  is  familiar 
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WHEN  SENDING  OUT  N  ODK  LISTS  Oh 

Cl  IIIMISI RY 
BIOI  .OGY 
PI  lYSlC'S 

GPNRRAl.  SCIRNCR 

i:quif^mi.nt  for  biixsi 

BK  ASSURI-.IJ  Of  QLAl.n  V  AND 
SERVICE  A 1  UNIEORMIA' 
LOW  PRICES. 

i 

W.  M  WELCH  SCIENTIFIC  COMPANY 

Established  I  880 

I  515  Sedgwick  St.  Chicago,  111. 


IVhen  dealing  teith  our  advertisers,  please  mentton  the  National  Secretary 

33 


with  the  operutiiiii  of  the  ediirational  sys¬ 
tems  of  our  state  knows  tliat  we  could  not 
administer  our  schools  without  the  efficient 
service  hrou^ht  to  us  throu^li  our  scIumiI 
secretaries.  It  is  you  who  attend  to  mul¬ 
titudinous  details,  see  that  the  superin¬ 
tendent  is  where  he  should  he  at  the 
proper  time,  fjreet  the  puhlic  courteously, 
and  with  all  this  and  more  keep  sweet. 
\Xe  are  confident  that  your  official  affilia¬ 
tion  with  the  iN'ortheastern  Ohio  Teachers' 
.Association  will  hriti};  to  us  a  hand  of 
willing  workers  who  can  he  depended 
upon  to  apply  themselves  vigorously  to 
any  program  that  is  for  the  good  of  the 
organization." 

The  committee  in  charge  of  arrange¬ 
ments  for  this  affiliation  was:  Mahel  Charn- 
h-y.  Chairman;  Thelma  Clarke,  Lakewood. 
Ohio;  Katherine  Flickinter,  Shaker 
Heights.  Ohio:  Helen  .Soine.  Cleveland; 
(ioldie  .Solomon.  Cleveland;  Tillie  R.  Ka- 
towitz.  Cleveland. 

We  are  sure  that  this  is  a  very  forward- 
looking  step  for  school  secretaries  and 
hope  that  it  may  he  an  inspiration  to  other 
groups  to  strive  for  similar  affiliations. 


when  you  can  ttrike  a  match  on  it! 


baniihe*  dip  hazard 

SCRUB  any  hard-sur-  ffiA' 

faced  floor  .  .  .  fol-  ^ 

low  with  the  HILD 
Vacuum  Pick-up.  Strike 
a  match  ...  it  lights. 

That's  how  quickly  and 

completely  the  floor  dries — in  a  fraction  of  the 
time  needed  when  mopped. 

The  HILD  System  also  cuts  labor  costs  as  much 
as  two-thirds  .  .  .  and  saves  on  scrub-soap. 
Gets  floors  of  all  kinds  cleaner  by  removing 
dirt  and  cleaning  solution  from  cracks  and  from 
under  mouldings.  Prevents  rotting,  warping 
or  swelling. 

Use  the  same  HILD  Equipment  for  many 
-»il|jy.  other  jobs:  to  wax, 

polish,  buff,  sand  or 
steel  wool  floors;  to 

[f^  1]  UdiO'k. 

C  Venetian  blinds,  etc. 


Science  Laboratory 
Supplies 


I  Chemistry,  Physics,  Biology 
I  and  General  Science 


CHICAGO 

APPARATUS 

COMPANY 


WRITE  FOR 

FREE 

CIRCULAR 
HILD  FLOOR  MACHINE  CO. 


1'^ 


I  1735-43  N.  Ashland  Avenue 

CHICAGO,  ILLINOIS 


Representatim  in  48  Stateg  I 

1313  W.  Randolph  St..  Dept.  NS  2,  Chicago,  III. 
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Start  the  1\EW  YEAR 

right  .  .  ,  with  a  most 
valuable  addition  to 
your  office  library  .  .  . 

THE  EXECUTIVE’S 
DESK  BOOK 

A  ready  reference  bonk  for  busy 
executives — and  ibeir  secretaries. 
.All  necessary  information  in  con¬ 
venient  form  and  THE  WINSTON 
niC’TIONARV,  Colleyr  Edition, 
1850  pages,  3000  illustrations. 
7"x9".  Tluimb  index.  Set  price, 
postpaid,  $4.60. 

V[  rit^  for  further  information 

THE  JOHN  C.  WINSTON  COMPANY 

PHILADELPHIA 

Chicago  Atlanta  Dallas  Los  Angeles 


Pittsburgh,  Pennsylvania 

The  OctoluT  bulletin  of  the  I’ittslnirgh 
School  Secretaries  Assoeiution  is  full  of 
interesting  and  timely  items  concerning 
this  flourishing  local  group.  Lack  of  spact* 
prevents  more  than  a  condensation  of  some 
of  the  most  unusual  ones,  hut  this  organ¬ 
ization  is  to  he  congratulated  u|>on  the 
excellent  hulletin  which  they  sponsor. 

On  October  22  the  secretarii-s  met  at  the 
Frick  Si’hool  for  the  purpose  of  organiz¬ 
ing  a  unit  of  the  \V  omen's  Memorial  (hdd 
Cross  First  .Aid  and  .Ambulance  (]orps. 
and  it  may  he  that  some  other  local 
grnu|)s  may  he  interesti'd  in  this  |troject 
for  them.selves  at  this  time.  To  form  a 
separate  unit.  l.AO  members  are  necessary 
and  the  program  was  outlined  as  follows: 

.Members  must  he.  first  of  all.  loyal 
.American  citizens. 

.Members  are  required  to  take  the  .Stand¬ 
ard  First  Aid  Course  (20  hours)  given  by 
the  American  Red  Cro.ss. 

Courses  are  also  offered  in  Home  Nurs¬ 
ing  and  Hygiene.  Dietetics,  and  Nurses’ 
Aid. 


m 

Blinkle  is  very  angry. 

I  I  He  is  hanging  on  the  table. 

_ He  is  suffering  excruciatingly  because  his  new  secretary  threw  away  his- 

SCOTT,  FORESMAN  SERVICE  BULLETINS 

before  he’d  read  them. 


(Nothing  happened  to  the  secretary.  She  is  a  very  smart  girl,  and  she 
wrote  right  away  and  asked  SCOTT,  FORESMAN  AND  COMPANY  to 
rush  copies  of  ALL  their  Service  Bulletins — SCHOOL  BRIEFS,  ACTIVI¬ 
TIES,  JUNIOR  BRIEFS,  HIGH  LIGHTS,  and  all  the  NOTE-BOOKS.  When 
Mr.  Blinkle  saw  the  carbon  of  her  letter,  he  felt  a  lot  better  and  was 
able  to  eat  a  little  lunch.) 
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To  become  a  member  of  the  Matching 
Patrol  in  connection  with  the  Ambulance 
Unit  it  is  necessary  to  take  all  of  the 
courses  offered.  Special  instruction  will 
be  given  in  driving  an  ambulance  over 
rough  ground  and  in  transporting  and 
treating  an  injured  person. 

We  should  like  to  hear  again  from 
Pittsburgh  as  to  the  success  of  this 
venture. 

The  following  report  on  “Standards” 
is  something  in  which  we  should  all  be 
vitally  interested,  and  since  Pittsburgh 
and  Philadelphia  have  done  a  great  deal 
along  this  line,  we  shall  quote  in  its  en¬ 
tirety  the  following: 

“The  Certification  Committee,  with 
Betty  Powell  as  Chairman,  announces  that 
a  course  designed  especially  for  school 
secretaries  will  be  inaugurated  at  a  local 
university  by  February,  This  brings  to 
mind  the  following  words  taken  from  the 
Survey  Report: 

“  ‘If  the  school  clerk  or  secretary  is  to 
be  an  effective  agent  for  improving  public 
relations  and  interpreting  the  work  of  the 


schools,  she  must  have  some  grasp  of  the 
purposes  of  education  and  of  the  reasons 
behind  administrative  decisions.  To  ad¬ 
vise  and  counsel  pupils  in  relation  to 
school  policies,  she  not  only  must  com 
prehend  the  underlying  educational  impli¬ 
cations,  but  should  also  have  a  command 
of  the  fundamentals  of  child  psychology 
and  mental  hygiene. 

“  ‘Although  supporting  the  principle  of 
tenure,  many  thoughtful  persons  have  op 
posed  the  granting  of  tenure  privilege 
where  high  standards  of  qualification  and 
merit  have  not  been  established  as  a  pre 
requisite.  The  survey  staff  believes  that 
it  is  not  unjust  to  insist  that  school  clerks 
in  Pittsburgh  meet  certain  higher  quali¬ 
fications  than  they  now  possess  before 
being  placed  on  tenure. 

“  ‘When  the  standards  are  raised  so 
that  the  training  of  the  clerks  is  more 
nearly  comparable  to  that  of  well-trained 
teachers,  the  salary  schedule  should  be 
revised  upwards  to  a  point  which  is  more 
nearly  in  line  with  what  teachers  receive. 

( Centinued  on  Page  40) 


LOUDEN 


Louden  Playground  Equipment  is  in  praise-winning  use  all  over  the  world- 
because  it  is  honor-built  from  only  highest  grade  materials  by  master  crafts¬ 
men;  it  is  designed  by  experienced  engineers  who  know  what  playground  must 
be;  it  is  backed  by  the  73-year-old  reputation  for  quality  manufacturing  and 
fair-dealing  behind  the  J.  E.  Porter  Corporation. 


n't  will  be  pleated  to  send 
you  our  Catalogs  on  (1) 
Playground  Equipment  (2) 
Pool  Equipment  (3)  Gym 
Equipment. 


J.  E.  PORTER 


CORPORATION 


OTTAWA 

ILLINOIS 


Manufacturers  of  the  famous  “Louden,**  “Chicago**  and  “Spalding**  Lines  of  play¬ 
ground,  gymnasium  and  swimming  pool  equipment;  and  of  “Junglegym**  Climbing 

Structures 
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Find  the  warmth  of  real  hospi¬ 
tality  in  Hotel  Dennis’  friendly 
atmosphere.  Featuring  ocean- 
front  sun  decks  —  sea  water 
baths  —  delicious  meals  —  bi¬ 
cycling —  beach  riding  —  golf 
—  indoor  ice  skating  and  hoc¬ 
key.  Seasonable  rates  on  either 
plan 


Walter  J.  Buzby,  Inc. 


in  Healing  with  human  beings.  To  do 
this  successfully  one  must  have  a  back¬ 
ground  in  knowledge  such  as  I  have  above 
referred  to.  and  in  addition  to  this  one 
must  be  disciplined  to  objectivity  in  ap¬ 
proach.  I  must  be  objective  in  viewing 
myself  as  well  as  in  viewing  the  other 
person.  It  may  seem  |>aradoxical.  but  it 


THE  SCHOOL  SECRETARY 

(Continued  from  Page  16) 

Art  in  using  this  knowledge  is  recjuired 
over  and  above  the  knowledge  itself  but 
it  is  difficult  to  define  art.  Personally,  T 
think  knowledge  of  human  nature  gues-a-- 
long  way  in  Liseli  toward  begetting  the_ 
"sliTTr  that  is  necessary  to  deal  with  it. 
And  yet.  all  of  us  are  acipiainted  with 
people  who  seemingly  possess  the  knowl¬ 
edge  but  not  the  skill.  The  kind  of  skill 
that  I  am  here  referring  to  is  that  of  the 
artist  and  it  seems  impossible  to  arrive  at 
any  understanding  of  the  artist  through 
the  process  of  dissecting  him  into  his 
component  parts.  Yet.  I  don’t  believe  that 
artists  in  this  field  of  dealing  with  human 
beings  are  born  so  fully  made  that  they 
do  not  need  to  study  the  jirohlem  ot  skill 
in  dealing  with  their  fellow  human  be¬ 
ings.  In  other  word.s.  I  think  anyone  can 

(improve  in  this  particular  by  taking 
^thought.  Why  does  this  pupil,  teacher,  or 
parent  react  toward  me  as  he  does?  Why 
i,do  I  react  toward  him  as  I  do?  What 
/  seems  to  be  the  result  of  our  reactions 
back  and  forth?  What  caused  the  result? 
Reflection  upon  these  questions.  I  believe, 
will  help  anyone  develop  his  artistic  side 


coldly  objective  in  his  reflection  upon  the 
human  relationship  problem  in  order  to 
get  the  warmth  into  it  which  is  essential 
to  whole-hearted  cooperation. 

The  school  secretary  is  indeed  in  a  po¬ 
sition  of  vital  importance.  It  is  no  small 
order  that  rests  upon  her. 


i.s  true  nevertheless,  that  one  must  be 


THE  FISK  TEACHERS  AGENCY 


633  Witherspoon  Building  PHILADELPHIA  Walnut  and  Juniper  Sts. 

Teachers  for  Schools — School  for  Teachers — Every  Day  in  the  Year 
Service  Free  to  Schools — Economical  for  Teachers 


KingiUy  1745-1746  Personal.  Discriminating  Service 


E.  F.  Maloney,  Manager 
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MEMBERSHIP 

The  following  table  shows  the  state  chairmen  and  number  of  members  by  states  as  of 
December  31,  1940.  Let’s  try  to  double  this  number  by  June. 


ALABAMA— 2 

Miss  Kffie  Lou  Brown 
Murphy  High  School 
Mobile,  .\labama 

ARIZONA— 58 
Miss  Grace  B.  Holt 
I’boenix  I'nion  IliKh  Schools 
and  Tunior  College 
I’boenix,  Arizona 

ARKANSAS— 3 

Miss  Hazel  Eason 
800  Louisiana  Street 
Little  Rock,  .\rkansas 

CALIFORNIA- 119 
Miss  Gladys  I’anKborn 
Narbonne  High  bchool 
Lomita,  California 

COLORADO— 53 
Miss  Florence  Stubbs 
North  High  School 
Denver.  Colorado 

CONNECTICUT— 4 
Miss  Dorothy  Jensen 
Sara  T.  Rawson  School 
Hartford.  Connecticut 

DELAWARE— 16 
Mrs.  Helen  Kirkley 
Board  of  Education 
Wilmington,  Delaware 

DISTRICT  OF  COLUMBIA— 27 
Miss  Bertha  Marggraf 
Franklin  .\dministration  Bldg, 
13th  and  K  Streets.  \V. 
Washington,  D.  C. 

FLORIDA— 13 
Miss  Selma  Ridder 
Board  of  Education 
107  West  Ross  venue 
Tamna,  Florida 
GEORGIA— 9 

Miss  Mildred  Hutcheson 
Opportunitv  School 
.\tlanta,  Georgia 
IDAHO— 1 

Miss  Frances  R.  Patterson 
Lewiston  High  School 
Lewiston,  Idaho 
ILLINOIS— 54 

Miss  M.  Louise  Messenger 
York  Community  High  School 
Elmhurst,  Illinois 
INDIANA— 43 
■Miss  .Mary  Bowers 
Board  of  Education 
Crawfordsville,  Indiana 
IOWA— 32 

Miss  Sara  Slutsky 
Roosevelt  Senior  High  School 
Cedar  Rapids,  Iowa 
KANSAS— 5 
Miss  Grace  Jacobs 
Great  Bend  Schools 
Great  Bend.  Kansas 
KENTUCKY— 5 
Miss  Margaret  .Averill 
Board  of  Education 
Frankfort.  Kentucky 


LOUISIANA— 23 
Mrs.  Fairy  C.  McBride 
I.ouisiana  Polytechnic  Institute 
Rnston,  Lotiisi.-ina 

MAINE— 6 

Mrs.  Elsa  H.  Constantine 
Board  of  Education 
Rockland.  Maine 

MARYLAND— 7 

Miss  Marv  V.  Greene 

South  Potomac  Ir.  High  School 

Hagerstown.  Maryland 

MASSACHUSETTS— 48 
Miss  Pauline  E-  Meail 
Board  of  Education 
W*'kefield.  TVt  assacluisetts 
MICHIGAN— 167 

Mrs.  Elborta  Macgregor 
Central  High  School 
Flint.  Michigan 
MINNESOTA— 17 
Miss  Rose  Borvezka 
Board  of  Fduc.ation 
30.S  City  Hall 
Minneapolis,  Minnesota 
MISSISSIPPI— 1 
Mrs.  Ruth  \ewell 
Senior  High  School 
Meridian,  Mississii)pi 
MISSOURI— 31 

Miss  Georgia  .\.  Davis 
Board  of  Education 
Hannibal.  Missouri 
MONTANA— 3 

Miss  Elizabeth  Connellv 
Public  School  District  \o.  2 
IMlings.  Montana 
NEBRASKA— 3 

Miss  Marv  E.  Bourkc 
Omaha  Technical  High  School 
Omaha.  Nebraska 
NEW  HAMPSHIRE— 9 
Miss  M.  Elizabeth  St.  Onge 
Board  of  Education 
Nashua.  New  Hampshire 
NEW  JERSEY— 251 
Miss  Florence  G.arretson 
Board  of  Education 
Scotch  Plains.  New  Jersey 
NEW  MEXICO— 0 
Miss  Loraine  Simmons 
Board  of  Education 
Silver  Citv,  New  Mexico 
NORTH  CAROLINA— 8 
Miss  Mary  G.  Bvrum 
Hugh  Morson  High  School 
Raleigh,  North  Carolina 
NORTH  DAKOTA— 2 
Miss  Laura  Warner 
.\gricultural  Training  School 
Park  River,  North  Dakota 
OHIO— 113 

.Miss  Mildred  Earner 
Board  of  Education 
Findlay.  Ohio 
Mrs.  Helen  T.  Soine 
John  Marshall  High  School 
Cleveland,  Ohio 

Total  Membership — 1556 


OKLAHOMA— 29 
Mrs.  Glenna  Killian 
Central  High  School 
<  Iklahoma  City,  Oklahoma 

OREGON— 15 

•Miss  Beatrice  Whisman 
(i31  .Northeast  Clackamas  St. 
Portland.  Oregon 

PENNSYLVANIA— 118 
Miss  Eleanore  Kempin 
Shakespeare  School 
Pittsburgh,  Pennsylvania 

RHODE  ISLAND— 3 
\tiss  Ahbie  Sargent 
Board  of  Educ.ation 
Providence.  Rho<le  Island 

SOUTH  DAKOTA— 1 

Miss  Carrie  M.  Voight 
Board  of  Educ.ation 
l.e.ad.  South  Dakota 

TENNESSEE— 1 
Mrs.  \nn  P.  Boss 
llamilton  County  Deiiartment 
of  Education 
Chattanooga,  Tennessee 

TEXAS— 13 

Miss  I.innie  Brooks  Turner 
Board  of  Education 
Robstown,  Texas 

UTAH— 60 

Miss  Bernice  Foulgei 
South  High  School 
Salt  Lake  City,  I'tah 

VERMONT— 10 

Miss  Harriette  M.  Wheeler 
Burlington  High  School 
Burlington,  Vermont 

VIRGINIA— 25 

Miss  Grace  Constance  King 
lohn  Marshall  High  School 
Richmond.  Virginia 

WASHINGTON— 6 
Miss  Bertha  .Vnstensen 
Board  of  Education 
Mount  Vernon,  Washington 

WEST  VIRGINIA— 6 

Miss  Sara  A.  Musgrove 
P.  O.  Box  57 
Grafton,  West  V'irginia 

WISCONSIN— 84 
Miss  Emma  Martz 
Senior  Girls’  Trade  and 
Technical  High  School 
Milwaukee,  Wisconsin 

WYOMING — 6 

Miss  Grace  Ruegsegger 
Board  of  Education 
Laramie,  Wyoming 

STATES  WITHOUT  CHAIR¬ 
MEN: 

Nevada — 1 
New  York — 44 
Puerto  Rico— 1 
South  Carolina — 0 
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jend  for  ,, 

'Sugar  'n  Spice  , 

interesting 

onKatharineGitbB 

It’S  yours  for  tne 
Write  to  -- 


^mington  Rand  !"<=  ■ 

BUFFALO  .  NE*  ^ 


V/orld’s  line^o 


REMlUGTOlil  accuracy 

greatest  sP®f*  “r heard- 

Heard  from  tut  never 


USTENING-IN 

(Continued  from  Cage  3(}) 

“‘If  all  secretarial  workers  become 
members  of  an  organization  designed  to 
raise  the  qualifications  of  the  entire  group, 
it  would  not  take  long  to  place  all  secre¬ 
tarial  positions  upon  a  professional 
basis.’  ’’ 

From  the  Institute  held  on  October  11. 
we  find  the  following  worthwhile  ex¬ 
cerpts:  PROGRAMS  OF  EDUCATION 
FOR  SCHOOL  CLERKS— Dr.  Henry 
Knonower. 

1.  The  teacher  is  only  one  factor  in 
the  moulding  of  the  life  of  the  child.  All 
persons  who  come  into  contact  with  the 
child  in  his  school  life  should  he  well- 
trained  and  should  have  a  recognition  of 
the  social  significance  of  the  job  they  do 
as  it  relates  t<»  the  development  of  the 
child. 

2.  The  education  of  the  public  school 
secretary  is  one  of  the  most  significant 
movements  that  is  taking  place  in  Ameri¬ 
can  education  today. 

3.  It  matters  little  where  we  began  as 


3ANF0RD'S 


Almost  a  Century  of  PROVEN 
PERFORMANCE  provides  an 
unanswerable  argument  for 
the  Perman¬ 
ence  and  de¬ 
pendability 
of  Sanford’s 


BLUE  BLACK 


FOUNTAIN 
PEN  INK. 


The  import¬ 
ance  of  your 
signature  is  re¬ 
flected  in  the 
enduring  qual¬ 
ity  of  the  ink 
you  use. 


SANFORD  INK  CO. 

CHICAGO  NEW  YORK 


clerks-  the  important  thing  is  the  direc¬ 
tion  in  which  we  are  moving  and  where 
we  are  going  to  end. 

4.  A  certificate  is  a  symlxd  to  protect 
standards  of  preparation. 

5.  To  raise  standards  of  school  clerks 
and  secn-taries.  we  must  draw  attention 
to  the  worth  of  the  work  we  are  tioing  and 
get  people  to  believe  in  our  movement— a 
slow  hut  elTeclive  pr«>cess. 

6.  The  school  secretary  should  have  a 
knowledge  of  child  life,  a  knowledge  of 
the  history  and  growth  of  the  .school,  a 
mastery  of  the  skills  necessary  for  effi¬ 
cient  service  in  her  line  of  work,  and  a 
liberal  experience. 

7.  Don't  become  merely  a  dcs/c-workcr. 

8.  Pittsburgh  school  secretaries  should 
develop  a  program  for  in-service  improve¬ 
ment  of  backgrounds  and  experiences  and 
continue  to  grow  and  develop  until  they 
reach  a  level  of  preparation  where  public 
sentiment  will  see  to  it  that  they  get  their 
just  reward — security  of  positions,  certifi¬ 
cation.  compensation. 

( Continued  on  Page  43) 


Yes!  Caught  under  gem  clipped  papers 
and  returned  to  UNKNOWN  hie.  Stop 
these  Losses!  Why  be  blamed!  Get  an  ACE 
SCOUT  for  only  $1.00  or  GLIDER  $1.^0. 
All-steel,  precision  made  and  GUARAN¬ 
TEED  for  Life.  They  Staple — Pin  and  Tack. 


Write  ior  Circular  deacribing  HAND, 
FOOT  a  ELECTRIC  MODELS, 

ACE  SCOUT  S1.00 
loads  I  OS  Staplos 


ACE  GLIDER  SI.50 
Loads  210  Staples 


ASK  for  ACE!  ORDER  ONE  ON  TO-DAY  TRIAL 


ACE  FASTENER  CORPORATION 

MaA«ra  ofthq  World*  S*»l  ^tapliog  Hach'tf* 

341S  N.  lAtikland  Avo.  Chioago^ 
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LISTENING-IN 

( Continued  from  Page  40) 

THK  EFFICIENT  CLERK— Dr.  S.  E. 
Weber. 

1.  Appropriateness  and  neatness  of 
dress  mean  niurli  to  success. 

2.  The  (piality  of  work  done  is  more 
important  tlian  the  speed  with  which  work 
is  done. 

3.  There  should  he  harmony  between 
the  principal  and  the  clerk. 

4.  The  clerk  should  become  more  than 
a  mere  clerk  she  should  become  a  dy¬ 
namic  institution. 

Many  thanks  to  the  Pittsburgh  secre¬ 
taries  whose  October  bulletin  contained 
all  of  the  above  material  in  which  there 
is  much  food  for  thought  for  all  of  us. 

Washington.  D.  C. 

The  November  Bulletin  of  the  Secre¬ 
tarial  Association  of  the  Public  Schools  of 
the  District  of  Columbia  is  a  six-page  one 
this  time  and  is  full  of  interesting  things. 
The  main  event  of  the  fall  at  the  time  of 


GOLD  MEDAL 
PRODUCTS 

For  more  than  37  years  the  Binney 
&  Smith  Gold  Medal  line  of  School 
and  artcraft  materials  has  been 
known  for  its  outstanding  superiority. 

IMPORTANT  ITEMS  for  progres¬ 
sive  school  work  in  all  grades  are 
CRAYOLA  Ccdored  Wax  Drawing 
Crayon,  PERM  A  Pressed  Crayon, 
ARTISTA  Water  Colors  and  Tem¬ 
pera  Show  Card  Colors,  CLAYOLA 
Modeling  Material,  CLOAMA  Block 
Printing  Ink,  FRESCOL  Compact 
Colors,  .SHAW  Finger  Paint,  etc. 

BINNEY  &  SMITH  CO. 

NEW  YORK,  N.  Y. 

Descriptive  Literature  on  request. 


THE  UTMOST  IN  A  SOUND  MOTION  PICTURE  PROJECTOR  ' 


*  Aisund  Film  Pretoetio*— I’ltented  Saretj- 
Trlp  Immediately  stops  marhine.  Found  only  on 
this  equipment.  Offset  Film  Iioop  eliminates 
damaging  film  pressure  and  aide  away. 

*  Statienary  Sound  Drum — T'nrqualled  sound 
quality — no  moving  parts — No  adjustment  neces¬ 
sary  for  color,  or  black-and-white. 

A  “Spira-Drate'  Forced  Caolinp — 
Insures  greatest  lamp  economy  and 
mnOV  safety. 


■k  Fllakarlass  Shutter — unsurpasscil 

clarity  of  pictures.  Safety  shutter  for  stills.  In  no  other 

A  Film  llevorta — Pressing  one  lever  reverses  equipment  re¬ 
film  for  reviewing.  No  rethreading  necessary.  gardless  of  price 

A  Easy  Acsaasihlllty— to  spoUessly  clean  all  will  these  features 

working  parts.  No  special  tools  required.  be  found.  Write 

A  Multiple  Usa — For  classroom,  auditorium,  today  for  mm- 

dances,  outdoor  events — with  Interchangeable  plete  description 

units  that  mean  Greater  Economy  and  Widest  of  these  and 

UUllty.  other  features. 

VICTOR  ANIMATOGRAPH  CORPORATION,  Dept.  N-1  .  .  .  .  Davenport,  Iowa 
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publication  was  the  dinner  meeting  on 
October  22  at  the  Vioinen’s  University 
Clubhouse  when  Mrs.  Virginia  Halsey. 
President  of  the  National  Association,  was 
the  honored  guest.  From  all  accounts,  it 
was  a  very  lovely  affair,  and  judging  from 
the  newspaper  pictures  which  a«Tom- 
panied  the  Bulletin,  everyone  had  a  merry 
time.  We  wish  it  were  possible  to  re|»ro- 
duce  some  of  these  pictures  and  show  all 
of  you  what  a  lot  of  good-looking  girls  ar«‘ 
school  secretaries  in  Washington! 

The  following  letter  from  Mary  Kesh. 
President  of  the  Eastern  Association.  Dis¬ 
trict  of  Columbia,  will.  1  am  sure,  he  of 
interest  to  everyone:  "Congratulations  to 
the  National  Association  of  Scho<d  Secre¬ 
taries.  I  had  not  realized  before  1  saw 
your  group  at  work  in  Milwaukee  in  July 
what  a  splendid  organization  you  have 
and  what  fine  and  worthwhile  objectives 
you  have  set  up.  No  section  meeting  dur¬ 
ing  the  N.E.A.  convention,  in  any  depart¬ 
ment.  was  better  attended  nor  evidenced 
more  enthusiasm  than  yours,  and  1  was 
delighted  to  say  that  1  repre.sented  the 


secretaries  of  the  District  of  C«dund)ia.  .  .  . 

*‘I  am  so  glad  that  1  have  the  privilege 
of  representing  you  because  1  learned 
about  your  fine  organization  and  the 
strength  of  it  first-hand.  Your  rapid 
growth  ( it  was  your  steady  ami  enthusi¬ 
astic  growth  which  impressed  me)  is  in¬ 
dicative  of  a  growing  professional  con¬ 
sciousness  on  the  part  of  a  very  important 
group  of  our  schools,  and  it  is  my  feeling 
that  tin-  more  professional  the  secretaries 
of  the  schools  are  in  their  work,  in  their 
thinking,  and  in  their  every-day  living,  the 
more  professional  resptu't  they  will  receive 
from  their  co-workers.  Here  you  have  a 
challenge  which  you  can  meet  and  meet 
well. 

"^ou  don't  know  how  many  times  dur¬ 
ing  your  meetings  did  1  wish  1  were  again 
a  secretary  so  that  1  woidd  have  an  op¬ 
portunity  to  work  with  you.  In  the  old 
days  wlien  1  was  a  clerk  at  the  old  Busi¬ 
ness  High  School  we  had  no  organization 
that  provided  a  means  of  working,  with 
unified  strength,  for  the  welfare  of  the 
clerks  in  the  schools,  and  it  is  quite  a 
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trilmte  to  tlioso  who  liavr  had  a  part  in 
organizing  and  dovidoping  th»*  NASS.  I 
am  sure  tlie  N.K.A.  is  proud  of  its  ‘halty 
group'  that  lias  made  such  strides  for¬ 
ward.  I  know  tliat  the  F.AI)('  is  proud  of 
the  local  organization  and  hop<‘s  for  your 
continued  cooperation. 

“At  the  Iteginning  of  tliis  new  school 
year,  may  I  wish  for  you,  hoth  as  an  as¬ 
sociation  and  as  individuals,  success  and 
haiipiness  in  your  work.  I  hope  that  each 


of  you  will  receive  your  full  share  of  good 
and  worthwhile  things.’’ 

On  .Saturday.  December  14,  a  dinner 
was  given  at  the  Mayflower  Hotel  in  honor 
of  Dr.  lialloii,  hut  we  are  unable  to  give 
you  the  details  for  this  issue  of  the 
.Secretary. 

Milwaukee,  Wisconsin 

Judging  from  the  number  of  events 
scheduled  hy  the  Milwaukee  School  Sec- 
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retari*'s  AsMK’ialion  f«»r  the  fall  and  win¬ 
ter,  we  judge  that  they  have  recovered 
from  the  strenuous  days  they  spent  last 
June  in  entertaining  the  National  Associ¬ 
ation  of  School  Secretaries.  We  are 
pleased  to  note  in  their  bulletin  that  the 
convention  was  a  financial  success,  and 
we  have  not  forgotten  how  hard  they 
worked  last  year  to  make  it  a  success  in 
every  way.  How  true  this  was,  I  am  sure 
we  have  all  heard  long  before  this  time 
from  the  lucky  delegates  who  attended, 
and  again  we  wish  to  congratulate  the  fine 
organization  in  Milwaukee. 

The  first  meeting  of  the  year  was  held 
on  September  26.  when  officers  were  in¬ 
stalled.  financial  rejHirts  of  the  National 
Convention  activities  were  given,  and 
movie  jiictures  were  shown  of  the  con¬ 
vention. 

A  Halloween  Party  was  held  October 
24  at  Hindman's  when  a  grand  time  was 
had  by  the  big  crowd  i)resent.  Every¬ 
thing  was'  carried  out  in  true  Halloween 
style  including  bobbing  for  apples,  for¬ 
tune  telling,  etc. 


On  December  19  the  traditional,  annual 
Christmas  party  was  held  at  the  Hotel 
Astor,  and  on  January  16  the  regular  ^ 
business  meeting  to  be  followed  by  a  card  i 
party  will  bring  events  up  to  date.  < 

The  November  bulletin  carried  news 
about  the  Christmas  card  sale  which  was 
conducted  by  the  Milwaukee  girls.  It  1 
sounded  as  though  it  might  Ih*  a  good  way 
to  make  money  and  we  ho|>e  we  may  learn 
in  the  next  issue  how  much  was  cleared  on 
this  project.  It  may  prove  an  inspiration 
to  other  groups  for  another  year. 

Once  again  the  Hotel  Astor  Roof  Gar-  ' 
den  and  Venetian  K(H*m  saw  the  gathering 
of  school  secretaries  this  fall  when  the 
Wisconsin  Schmd  .Secretaries  Association 
met  for  business,  luncheon,  and  a  style  i 
show.  About  one  hundred  and  ten  at-  | 
tended  the  luncheon  meeting  and  the  She-  j 
boygan  secretaries  furnished  the  identi-  { 
fication  badges  and  the  attractive  pro- 
grams.  The  State  Association  is  a  pro-  ! 
gressive,  active  organization  and  it  is  : 
hoping  that  more  Milwaukee  girls  will 
become  members. 
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